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The Examinations of tlie ROYAL. SOCIETY of ARTS are lidd 
about the end of Marcli and May in eadi year, and the rcsulis 
arc announced about August. The entrance fee for the Elementary 
or Stage I. E’camination is 2/C. An Exercise is set involving the 
use of the .Subsidiary books, posting to the Ledger, and extract- 
ing a Trial Balance. Questions must be answered relative to 
simple business terms and abbreviations, and on the use of 
business documents, sucii as Invoices, Statements of Account, 
Bank Notes, Cheques, Bills of Exchange, and Receipts; Order, 
Postage, Petty Cash, Cash, Stock, Purdiases, and Sales Books, 
and Ledgers To gam a Ccrtifioite 50% of the total marks must 
lie obtained. .Although the requirements, according to the 
Syllabus appear reasonable, candidates will notice from a perusal 
of the following Exam. Papers, that the area covered by tlie 
various questions is a very wide one, and presents many difil- 
ciilties. The Examiner in liis Reports complains, on the one 
hand, th.at students do not display an adequate knowledge of 
fracttcal method^, while, on the other hand, he himself requires 
from candidates such unfracticc! methods as the entering ef 
transactions direct into the Ledger, without the use of subsjd 
lary books. A copy of the Society’s Syllabus and List of Centres 
IS issued in September cadi year, and a copy may be had from 
the Secretary, tS John Street, Adelfht, London, I'/.C. z, for 4d 
post free. 


Ex. 33. Royal Society of Arts. {Stage L, 1901). 

1. Explain the phrase, " Bringing down a balance.” 2. Define 
the term “Voucher.” When roust a voucher be stamped; and 
with what value of stamp. 3. Sketch a form of Postage Book; 
enter in it an amount of Cash received by the Postage Clerk from 
the Cashier ; and make six entries of letters and parcels dis- 
patched. 4. State some headings under which you would 
analyse your Petty Cash payments for a month. What would be 
done with the analysis when made? WTiat ought the total of the 
analysis to agree with? 5. W'hat is the difference between a 
cheque made payable to “ bearer ” and one made payable to 
“order?” What is the effect of crossing a cheque? 

Exercise. On 1st Jan., 1901, the Midland Railway Co. were 
creditors of Messrs. Smith & Lloyd for £15 ; Poor Rate Authori- 
ties for £4 lOs. ; and Jas. Robinson for £G0', while John Jones 
was a debtor for £40 and ■■kbel Lewis for £G0. On the same 
date Wm. Smith’s Cap. A/c. was in credit of £1000, and Tom 
Lioyd’s £1500, in each case the share of profit for 1900 having 
been previously credited. Open Led. A/cs., and post the 
following cash transactions. Balance these a/cs. on 31st Jan., 
1901, and bring down balances. 

Jan. 1. To John Jones for goods supplied ..£30 2 6 
„ 2. By Jfidland Railway Co. (carriage) £1017 G 

,, 5. To Wm. Smith (Capital A/c ) 200 - - 

„ 10. By Poor Rate (Kensington Borough) 4 lO - 
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lat). 15. lly Tom Lloycl (Drawing A/c.) ... £i0' - - 

„ 20. By Do. (share of profit for IDOO)' 23012 6’ 

25. To Abel Lewis for goods supplied TlS 5 - 
„ al. llj'J as. Robinson for goods purchased 50 7 6 


Royal Society of Arts. (S/a^tr 1., 1902). 

1. What do 1 mean when I tell Jones that he “may draw on mo 
at a months?” 2. Give tlic ruling of a Petty Cash Book, and 
enter an amount of £3 received by the Cashier on 1st Jan., 1902, 
and the details of five payments made by him during the rest of 
the week ended 4th Jan., 1902. 3, E.vplain the abbreviations : — 
“K. &O.E.,” "F.O.B.,” “Per Pro.” 4. On 15th March, 1902, 
John Jones sent Win. Smith a cheque for i'50, drawn on the New 
World Bank, Ltd. Draw this cheque so as to afford the best 
security, should it be lost or stolen. 6. Give your reasons why 
you would prefer a £5 Bank Note to a X'5 cheque; and why £3 
in gold to cither. 

Exercise. The following items appear in W. Robinson’s Books, 
in the month of Jan., 1902. Post up the Ledger, opening new 
a/cs. where nece.=sary and bring down the balances of Ledger 
and Cash Book, .as on 31st Jan., 1902. Ledger Balances 1st 
Jan., 1902 : — 

Dr. Stock in Trade £360 Dr. Cash £13 

,, Tom Turnbull 254 Cr. W. Robinson, Cap.... 2000 

,, Safe Bank Co., Ltd. 1039 ,, Owen Williams 323 

,, Furniture & Fittings G50 „ Morgan, Lewis & Co. 204 



1902. I'urchr.ses Booh. 

J.in. 4th. Owen M'ilharns — .3.50 Bales at 31s. Gd. £331 5 

1902. Soles Boch. 

J.in. Oth. Tom Turnbull — 220 Dales .at .3ss i'tlS - 

,, 9lh. R. Butcher — 1.30 Dales at 37,s. Gd 21,3 15 


Royal Society of Arts. i,Slai;e 1., 1903). 

1. Espl.tin the terms : — “ Bank Draft,” “ Bill of Lxchanpe,” 
“Bad Debt,” " B.ankrupt.” 2. What is a “ Bank Pass Dnok?” 
Submit a few iin.aginnry entries to explain how such books are 
kept. 3. Explain the n'lc.rning of the following phr.a.w's at the 
hr.ad of a tradfr's invoice " 3"''. dis, for prompt.” ” 2>% dis. 
in a ni.'nih,” 4. What i>- a “ poet dated cheque” ? Of v.hnt use 
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ib il? B. \Vrite up the following items in Petty Cash Book and 
bring down the balance as on Gth Jan., 1903 ; — ^Jan. 1, Received 
fiom Head Ca.shier, f5; Jan. 2, Purchased Postage Stamps, 
SOs. ; Jan. 3, Paid bus fares, 3d. ; Jan. 4, Received cash for sale 
of waste paper, 4s. lOd. ; Jan. G, Bought string. Is., and brown 
paper Is. 8d. 

Exercise. Wm. Smith began 1902 with the foUowing balances : 


Cash Dr.ilOO 

Town Bank, Ltd ,, 385 

Stock in Trade ,, 520 

Purchased Goods from ; — 

James Ball £'110 - - 

William Paul 48 - - 

Edward Parker ... 151411 

John Robinson ... 21 5 6 

Returned to Wm. Paul 8 7 6 


John Green Dr. fl20 

W. Smith, Capital ...Cr. 1000 

James Ball „ 125 

Sold Goods to : — 

John Green £5S 5 G 

Edward Parker 21 8.9 

Wm. Peek 121 - - 

John Robinson 2 7 5 

Returned by Wm. Peek 6 10 G 


Post the above items ; opening, where necessary, new a/cs. 
Balance and rule off these Ledger A/cs., and bring down the 
balances. 


Royal Society of Arts. {S/age 1., 1904). 

1. Explain the terms : — “ Dividend,” “ Discount,” “ Double- 
entry,” “ Distraint,” “ Drawings.” 2. What is an Invoice? 
IVhat would you do with Invoices received by a merchant? How 
would you record their particulars in his books? Give an 
example. 3. Sketch a form of Cash Book, which you would 
recommend to be used by a merchant who has a Banking A/c. ; 
and from whose purchases and sales cash discounts are allowed 
upon settlement. Enter six debit and six credit transactions. 
i, A tea dealer sells Tea, Coffee, and Sugar to sundry persons 
on credit. How would you record these sales in his boolts? 
Give an example. 8. What is the essential difference between a 
Cheque and a Bijl of Exchange; and upon what principle are 
stamp duties levied upon each ? 

Exercise. On 1st Jan., 1904, John Jones had £500 as his Cap- 
ital in business while Jas. Green was his debtor for £350, and he 
owed Wm. Paul £400. He had £T50 at his bankers, and £100 in 
his safe. Open the necessary Led. A/cs., post direct to the 
Ledger : — ^Jan. 1, Sold Goods to Wm. Paul, £330; Jan. 4, Pur- 
chased goods from J. Robinson, £150; Jan. 7, Purchased goods 
from Wm. White, £220; Jan. 10, Purchased goods from P. 
I'rean, £140; Jan. 15, Sold goods to Charles Carter, £340; Jan. 
20. Sold goods to J. Earlow, £140. Jan. 25. Purchased goods 
from Wm. Paul, £4S0; Jan. 31, Returned goods to J. Robinson. 
£50. 

Royal Society of Arts. 1., 1905). 

1. Explain the terms: — "Free cn rails,” “Bearer cheque,” 
"Bill of Sale,” “Book Debt,” “Voucher.” 2. George Jones 
buys cotton, value £80, ircm Kol-ert Brown, and in order to 
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secure a special discount of 6%, pays prompt cash. Make the 
entries in George Jones’ Cash Book necessary to record this 
transaction. 3, What is a Bill of Exchange? Explain the use 
of a Bills Payable Book. 5. John Jones desires to remit £100 
to his son, who is at Singapore. What would you suggest as 
the best method of effecting this? Give your reasons. 5. Sketch 
a form of Petty Cash Book which you would recommend; enter 
therein the following items and balance it as on Dec. 6, 1904 : — 
Dec. 1, Balance in hand, £4 13s. 2d. ; Dec. 2, Paid office house, 
keeper, 15s. 2d. ; Dec. 3, Purchased Stamps, £3 15s. 6d, ; Dec. 4, 
Received from Cashier, £10 ; Dec. 5, Received from sale of old 
desk, 10s. Gd. ; Dec. G, Paid fares 6d., sundries 8d., gum Gd., 
telegram 8d., total 2s. 4d. 

Exercise. Geo. Smith having purchased from Wm. Watson, 
wine merchant, the assets, including the goodwill of his busi- 
ness, for which he gave £3000 for stocks of wines and spirits, 
£.500 for utensils, bottles and appliances, and £1000 for goodwill, 
commenced business on Dec. 1st, 1904. He opened an a/c. at 
the Secure Hank, Ltd., and paid in £2000, representing nis 
working capital. Open the necessary Ledger A/cs. to record 
the above, and post the following transactions direct to the 
Ledger. Balance the a/cs. as on Dec. 9, 1904, and bring down 
the balances : — 

Dec. 2. Bought from R. French 3 pipes of port, at £85 per pipe. 

„ 3. Bought from C. Clare 50 doz. of sherry, at 90s. per doz. 

,, 5. Bought from R. Frost, a bottle-washing machine for 
£18 10s. 

,, 6. Sold to Grand Hotel Co., Ltd., 10 doz. sherry at 108s. 
per doz. 

,, 7. Bought from G. Keen lO doz. of champagne at 100s. per 
doz. 

,, 8. Sold to R. White 1 pipe of port for £95. 

„ 9. Sold to R. Frost 2 doz. of champagne at 110s. per doz. 

Royal Society of Arts. (Stage 1., 1900). 

1. Briefly explain the following terms and abbreviations: — 
“ Credit Xote,” “ Asset,” “ Personal Ledger,” “ Contra A/c.,” 
” E. & O. E.,” “ N.B.” 2. What is the use of a Stock Book? 
Wnat is meant by “ taking stock?” On what principle ought 
articles in stock to be priced? 3. What is the difference between 
a “ Private Ledger ” and a “ General Ledger?” Into what is 
the General Ledger, for convenience, generally divided? Give 
the headings of two a/cs. which would appear in each ledger 
respectively. 4. What is a “ Columnar Petty Cash Book?” Give 
a ruling of such a book, and make one debit and four credit 
entries therein. 5. Write up William Brown’s Cap. A/c. fro.m 
the following items : — July 1, 1905, Balance of capital at this date 
£800. Sep. 30, Paid in £400. Nov. 30, withdrew £720. Dec. 
31, Int. on Cap. at 5% per ann. Dec. 31, Net loss for the halt 
year £200. Bring down the balance. 

Exercise. On 1 Dec., 1905, H. Lloyd commenced business with 
a capital of £500 in cash. On this date he paid the following 
sums: — Shop Fittings, £50; purchase of goods, £200; one 
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quarter’s rent in advance, £20. Open Ledger a/cs. to record 
the above; post the following transactions direct to the Ledger; 
balance the a/cs. as on 31st Dec., 1905, and bring down the 
balances; — Dec. 2, Sold goods to \V. Hunt, £140; Dec. 4, Pur- 
chased goods from R. Johnson, £20; Dec. 11, Purchased goods 
from H. Hall, £150; Dec. 1C, Sold goods to E. Jones for cash, 
£20 ; Dec. 20, Sold goods to \V. Silver, £50 ; Dec. 21, Received 
from W. Hunt cash on a/c., £10; Dec. 22, Paid R. Johnson’s 
a/c., less 5% dis. 

Royal Society of Arts. (Stage 1., 1907). 

1. What is the difference between an “ Invoice ” and a “State- 
ment?” 2. What do you understand by the signs “ Dr.’’ and 
“ Cr. ?’’ 3. What is the object of “closing a ledger,” and how 

is it effected? 4. Explain the “Imprest” system of keeping 
Petty Cash. Give an example. 5. Write up an a/c. with your 
Bankers, recording the following transactions : — ^Jan. 1, 1907. 
Balance to your credit at the Bank £3.3S7 5s. 6d. ; Jan. 3. Paid 
W. Smith, £600 ; Jan. 5. Paid in £218 os. 7d. ; Jan. 12. Paid 
J. Brown on a/c. £1000; Jan. 19. Paid H. Wilson, £671 3s. 
2d.; Paid J. Brown on a/c. £1000; Jan. 26. Paid in £1461 2s. 
Id.; Paid J. Brown (balance), £781 2s. 3d.; Jan. 28. Paid II. 
Shepherd, £31 2s. Sd. ; Jan. 31. Paid in £8 10s 3d. Balance 
the a/c. and bring down balance. 

Exercise. J. Cripps commenced business as a coal merchant on 
1st Oct., 1906, with the following assets: — Cash £200; Plant & 
Fixtures £60, and Horse and Cart £30. He opened an a/c. with 
the Union Bank, into which be paid his initial capital and all 
cash received. During October the following transactions took 
place : — Oct. 3. Purchased coal from the X. V. Colliery Co., 
Ltd., £160 ; 8th. Sold coal to T. Phipps, £20 ; 12th. Sold coal 
to J. Hall £110; loth. Purchased coal from the X. Y. Colliery 
Co., Ltd., £360; 16th. Received cash from T. Philipps £20; 
17th. Received Cash from J. Hail (on a/c.) £80; 24th. Paid 
cheque to the X. Y. Colliery Co., Ltd., £200. Open Ledger 
A/cs. and post, direct, the above facts and transactions. Balance 
these A/cs. as on 31st Oct., 1900, and bring down the balances. 

Royal Society of Arts. (Stage 1., 1908). 

1. What is a Voucher? Briefly describe the system upon 
which you would arrange vouchers in a business. 

2. What entries are necessary in my books to record the fact 
that A. has become my Creditor for Goods supplied by him tome? 

3. In the following account, who owes the £256 5 10, and to 
whom is it owing JOHN JONES in a/c. with WM. SMITH. 
1908. Feb. 22. To Welsh Coal supplied by J. Jones’ 

order to S. McNeil, at Glasgow ... £256 5 10 

5. Write up a Cassh Book recording the following transactions : 
Balance the account and bring down the balance. 1903. Jan. 1, 
Balance in hand this day, £217 10s. Id. ; Jan. 3, Paid into Bank, 
£100 ; Jan. 4, Received from Tom Smith £69 10s., Dis. lOs. 9d. ; 
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Jan. 7, Received from E. Owen and paid into Bank, JE116 Is. 
9d. ; Jan. 10, Paid one quarter’s rent, ,£30; Paid G. Nash by 
cheque on Bankers, £151 12s. lOd. ; Discount allowed thereon, 
£i 7s. 2d. 

6. On which side of the following accounts should the balance, 
if any, always be, and why? — Bills Payable, Bills Receivable, 
Cash. 

Exercise. On 1st December, 1907, Charles Dickson commenced 
business with the following Assets : — Cash at Bank, £500. Cash 
in hand, £100, and Fixtures, £150. The following transactions 
took place during December : — Dec. 2nd. Purchased goods of 
T. Bell, £100. Dec. 3rd. Purchased goods of Black & Co., £80, 
for cash, and paid him for same. Dec. 9lh. Sold to W. Brown 
goods £50. Dec. IG. Paid T. Bell's a/c. by cheque less 5% 
discount. Dec. 18th. Sold goods to R. Walters, £10. Dec. 31st. 
Received of W. Brown c.ash in settlement of his account, less2J% 
discount. Open the necessary Ledger Accounts and post direct 
the abov§ facts and transactions. Balance these A/cs. as on 
31st December, 1907, and bring down the balances. 

Royal Society of Arts. 1., 1909). 

1. WTiat do you understand by the terms “balance down,” 
“trial balance,” and “balance sheet?” What is the chief differ- 
ence between the last two? Does the term “balance down,” 
closing the debit side of an a/c. mean that the a/c. is in credit, 
or in debit, and why? 2. Give a form of Cash Book you would 
recommend as suitable for recording both cash and bank trans- 
actions. Start the book with a balance at the Bank, and draw a 
cheque in favour of “ self,” the proceeds of which are to be used 
in making cash payments. Make six further entries on the 
debit side, paying all receipts into the Bank, and six further 
entries on the credit side, three being cash payments and three 
payments by cheque ; balance the cash book and carry down the 
balances. 3. On 27th Feb., 1909, John Jones sold Wm. Smith 
3Ibs. tea at Is. 9d., 21bs. sugar at G^d , 2 ozs. Jordan almonds at 
2s. 6d. a lb., 3 tins potted salmon at 5s. 4d. the doz. klake 
Invoice. 

5. On 3rd April, 1908, Thos. Fisher sold Geo. Kent goods 
value £.30 15s. Od. ; on 4th Maj', Kent paid F isher £20 5s. Od. 
on a/c. ; on 30th April, Fisher sold Kent £45 10s. Od. of goods; 
on oist May, Kent paid Fisher £32 10s. Od. on a/c. ; on 4th June 
Kent returned to Fisher £5 10s. Od. goods (not being up to 
sample); on 12th June, Fisher sold Kent £42 8s. Od. of goods; 
on 30th June, Kent paid Fisher the balance owing upon the 
transactions of 3rd and 30th April after deducting 2i% discount 
together with a further amount of £20 on a/c. As on 30th June, 
Fisher sent a three months’ statement to Kent. Draw the state- 
ment so sent. 5. On 31st klay, 1908, George Kent paid Thos. 
Fisher £32 10s. Od. He paid this by cheque on the Credit Bank- 
ing Co., Ltd. Sketch the form of cheque he would use, and 
“ draw” it, making it as secure as j’ou can against loss by theft 
or mis-chance. 

Exercise. On 1st Jan., 1908, J. Ferguson started business as a 
grocer, and paid £200 into the Union Bank by way of Capital. 
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On that day goods were delivered by McDonald'S: Co., to him 
which he had previously ordered to the value of ioO, and for 
which he paid by cheque, deducting 5% discount for cash. The 
same day he made “ cash sales” amounting to £i Gs. 2d., which 
he paid into the Bank. On 2nd Jan., he drew and cashed a 
cheque for £5 for petty cash purposes and purchased for cash 5s. 
worth of stamps, and 15s. worth of stationery. 'I'he cash sales on 
this day amounted to £1 7s. 7d., which he paid into the Bank, 
and he also sold goods on credit to Mrs. Murphy, \aluei;2 43 . Cd., 
and to Mr. Graham, value *;i 4 ^. 4 ci. On 3rd Jan. he bought 
further goods from McDonald iV C'o., value £25 IGs. lOd., but 
this time the purchase was on “credit terms.” On 4th Ian., 
Mrs. Murphy p.aid £1 on a/c. of the goods supplied to her, and 
this, together with the Cash Salts for two days, £4 3s. 7d., was 
paid into Bank. On the same day he supplied goods value £1 
IGs. lOd., on credit to Mr Graham, who, at the time of order- 
ing. paid for the goods supplied on 2nd Jan., less 4s. 4d. dis- 
count, and this was paid to the Bank On 5th Jan. he bought 
goods on credit from \V. McNab Sons, value £14 12s. Sd., and 
paid McDonald ,S: Co.’s a, c., less 5'J discount by cheque. Open 
I.edger a/cs. and post direct the above transactions, balance the 
a^cs., and bring down the balances. 

Royal Bociety of Arts. (.V/u.fc 1 ., 1910). 

1. Give three “business terms" and three “business abbrev. 
iations” and explain the meaning of each. 2. When goods are 
sent to a customer, what is said to be sent with them (or by an 
early post) recording the transaction Give an e.xample. How 
does this document differ from a “statement?” 

3, On 4th Jan., 1909, John Brown purchased goods of Thomas 
Smith to the amount of £252 4s. 3d. On the 8 th Jan., Brown 
returned £51 2s. od. of these goods as being faulty, and .sent 
Smith £50 on a/c. On loth Jan , Brown purchased of Smith, 
£72 5s. 8 d. of goods, and paid him iGO on a/c. On 31st Jan.. 
Smith sent Brown a statement showing the balance owing to 
Smith, and this Brown paid to him on 1st Feb. How much was 
this balance? Give a copy of Brown’s a/c. in Smith’s Ledger 
recording the above transactions. ?. Kxplain the meaning of 
the worcl “ discount." In what books of a trader do records of 
discounts usually appe,ar? 

6 . Write up a BanV: A/c. recording the following ; — 1st Dec., 
1009, balance at my bank, £.3215 14s. Id. 2nd Dec., drew cheque 
for stif, £25. 4th Dor., paid in XDG34. received from W. Porter. 
Gth Dec. drew cheque for T. Kc-'r, £1C1 10s. Gth Dec., E. Milner 
paid into my Rank A/c., £?G4. 10th Dec., drew cheque for J. 
Coleinan, £10000. 15th Dec., drew cheque for Black White. 
£211 Gs. 3d. 21tli Dec., drew cheque £.50, for rent, and paid 
into Bank £91 Gs. 8 d. received from H. J.ack.son. 31st Dec., 
drrw cJieque £25. for .self. Paid into Bank, £51, rcceited from 
Duff Bros. Interest .allowed on the a/c. by the Bank, £18 9s. 
3d., and cornmi.ssion charged, £1 2s. 3d. Balance the a/c. and 
bring down balance. 
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Exercise. Cripp^ vt.irted bii.-ine*!'- .is :v Coal Merchant 

on 1st July, Inou. pasinp las his c.rpit.il) to his Hankers, i;250; 
purcliasini;, hir IhO, a horv< anti s.in Irom Timothy Toogood, 
eml 150 tons of lo.tl .it 11s, Gd. (tom the Stiff Colliery Co., Ltd., 
tin 2iul Jiili he sold 1.") cvvt. of toil at Is, iwt. foi cash. 

tin :!rd July he sold 12 cv t. o{ coal at lid. per iwt. for cash, 
.and o tons ,it l!K. a ton to Mis^ Gr.ihani on credit. He ji.iid the 
•Stiff Co'lurs Co.. Ltd. (by ihtqut) i23 on a/c.. and drtw a 
tluque fi.r Xl for Petty Cash. 

On -Stfi Jiilj" fie sold It eivl. of co.il at K Id. per rwt. for casfi, 
and 2 tons .it Pis. 6'd. per (on (o .Mrs .Smith on < redit. Ife 
rticised and paid into his Hank .a cheque from Miss Cr.iham, 
in p.ajment of her .ircount. less 10s. .allowed for .short weight. 
On .ath Juh ho sold 20 tons of co.al at IPs Cd. .a toil to A. 
IH.ins, and reseisetf from him X‘10 on a/i . winch he paid into 
his Hank. He sent tlio Stiff (‘ollicrj Co . Ltd., a cheque in 
settS mtnt of their a/c . less 21'' dis. On Cth July he p.nd T. 
Tooptxiil X'.iO by cheque 

Of>en Ledger .\/is. and ]mst the aboie liiri-it thereto flalance 
tin a/cs. and bring down the balaiue-i 

Royal Society of Arts. (.V/n^v 1, 1011). 

1, I'vpI.nn the nieaning c>f the following terms and .abbrcMa- 
twns •. — Gross profit, bolscwcy, Usawings, U/U., f o.t., dis. 

2, The cheque set out below was sent to Colston &. Co. by 
post : — 

No 11 J‘)Go4. London, sot/, January, 1911. 

Llojd's Hank, Limited. 

I'aj Messrs. ( olslon is' Co .. or order 

Txorniy r\j^ht pounds ten s/iltings and stu fence. 
X28 10s (id. Robert Radjord Co. 

Mliat are eheques of this kind called^ How could Radford A 
Co base made the cheque more difliciilt to Cash in the c'cnt of 
It, hi ing stolen^ and esplain wh\ \Mio arc the payees, of the 
ihtque. and who ate the drawers^ 

3, Sketch the “three column’’ ('.ish Hook of George ririfTiths, 

write in it the following, and b.al.ance it on the 7th Jan., 1911 ; — 

Jan. 2 Cash in hand il ISs. Gd , at bank . ... i,T18l210 

,, 3. Drew from the Hank for office cash . ... 30 - - 

,, 1. I’.nd Great Lastern Railway, in cash .. 112 G 

P.nd Peter Jones by cheques X^S f 1, Dis. . 1 1511 

„ 5. Rccoistd from H. Gregory & Co., Ltd., 
cheque in settlement (less IGs. Gd, dis.), 

which was paid into Hank 49 4 G 

„ G. Paid from otlicc cash, wages 8 12 6 

Cashed cheq. for customer; paid it into Bank 12 - - 
7. Reeeiscd in c.ash from B. Holton 12 0 
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4. Henry Holcombe & Co. purchased four bales of Oxford 
shirtings from Charles Cobourne, of Bradford, on 2nd Feb., 
1911, at £16 per bale. On delivery' of these goods one bale was 
found to be damaged ; it was therefore returned to C. Cobourne 
on 4th Feb. Give the ruling of the books in which Holcombe & 
Co. would record these transactions, and make the necessary 
entries. 5. George Jennings, a trader, upon commencing busi- 
ness, purchased a Cash Book, a Journal, and a Ledger. Be 
gave his clerk instructions that all cash transactions were to be 
entered in the Cash Book, and that all his credit sales and pur- 
chases were to be passed through the Journal. If you do not 
approve of G. Jennings’ action, what course would you recom- 
mend. 

Exerc;™ On 2nd Jan., 1911, Charles Baines commenced busi- 
ness by paying his capital of £500 into the Union Bank, Ltd. 
Transactions for the month : — 

Jan. 3. Purchased cottons on credit from P. Burford£S410 1 


Purchased silk from W. Walker & Co., on credit 74 110 
,, 4. Bought of B. Burns, velvet on credit, less 

10% trade discount 102 - - 

Drew from Bank for Petty Cash purposes ... 10 - - 
,, 5. Sold Richd. Leicester & Co., silk £62 10s., 


„ 6. Purchased postage stamps out of Petty Cash - 5 - 

Paid trade expenses, by cheque 8 C 2 

„ 7. Received from R. Leicester & Co., cheque for 

the amount of their a/c., less 5% cash dis. 

,, 10. Paid salaries, by cheque 10 - - 

.. 18. Purchased on credit, from R. Hampton, tweed 65 8 6 

,, 20. Returned tweed, damaged, to R. Hampton... 610 - 

„ 21. Paid Paul Burford on account 50 - - 


Open ledger a/cs., and post. Balance the a/cs., and draw T.B. 

Royal Society of Arts. (Stage 1, 1912). 

1. Explain the meaning of the following : — Account Current, 
Credit Note, Rebate, F.O.B., C.I.F., A/S. 

2. How many parties arc there to an “order” cheque, and 
who are they? Is it necessary to stamp a cheque; if so, what is 
the value of the stamp required, and how docs it differ from the 
stamp necessary for a Bill of Exchange? 

3. Prepare a Columnar Petty Cash Book upon the Imprest 
System, record the undermentioned transactions, and bring 
down the balance. 1911. Dec. 31. Cash in hand, £5 Ss. 7d. ; 
1912. Jan. 1. Reed, .amount necessary to make up the imprest 
t • £10; Jan. 2, Bought postage stamps, £1 10s., Paid Carr, on 
Parcel, 3s. 7d. ; Jan. 3, Paid travelling expenses, 11s. lOd.; 
Jan. 4, Bought packing m.aterials, £1 3s. 6d. ; Bought Station- 
ery, -Is. Sd. ; Jan. 5, Paid wages to o<ld man, 6s,; Jan. &, 
Bought job line of goods tor cash from H. Saunders, £1 ISs. 
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4. Wiliiajn Jones received the following letter from his cus- 
tomer, Robert Brown, on 6th Jan., 1912 I beg to , advise 
yon that 1 have this day paid into your account at tiie Union 
lianlt the siun of Xltl in settlement of my a/c., less 6% discount. 
Please return for cancellation the 3 months’ bill for .€20 accepted 
by me on 2SUh Dec., 1911.” On 7th Jan., the Union Banh 
advised Jones that liis n/r. had liecii credited with i;19 ns abo\e. 
Jones therefore returned the bill for X20 to Brown as req^uested. 
Shorv the entries neccss.uy to record the above tr.ansactions in 
Jones’ booh!,. 

5. To what laidgcr .\/cs.. .and on Minch side, would Voii 
cvpci't to find tlie following tr.ms.u tions ix'sterl — (n) Drew 
cheque for weekly wages TICO , (fi) Drew cheque for new printing 
m.achuie JEC50 ; (c) Rescued ihcque from R. Robinson, in settle- 
ment of his a/c. (less 5% disioiint) €17 10s. 

Exorcise. John Miller conmieiitcd business, as a draper, on 3rd 
Jiilv, 1911. with 1250 at the Hank. 13 cash in hand, and stock. 
l.'JOO. The Slock had not >ct hu ii paid for, having keen 
obtained on credit as follows — J Beale 1: Co. .CllO, F. Hall 1- 
Sons i‘(i0. Thomas Fisher UJO, and Hugh Jones, Ltd., £40. 
Miller also possessed l-urnitiire. I utiircs and Fittings valued 
at ,£70. Open Jliller’s Ledger .and post, through the subsidiary 
hooks, to It, Ins transactions, as follows — July 3. Paid Cash for 
stamps, 5/-. and stationery, 6 c; Purchased from J. Beale & Co., 
120 yds. of flannelette at 4 '3 per doz jd= . on credit; Julj 4, 
Purchased from F. Hal! 1 hrns, 600 yds of shirting (210 yds 
at £/3 per doz. yds , and 360 yds at 10/9 per doz. yds ), on 
credit; July 5, Bought, for C>ash, brown paper and string, 15/., 
Banked Cash Sales for the 3rd .ind 1th July, £27 lOs. ; July 0, 
Banked Cash Sales for the Sth July, £10 os ; Paid by cheque, 
J. Beale & Co. on account, £30; P,aid by Cheque, Hugh Jones 
A/c., less 2J% dts. ; July 7, Paid by Cash, carnage, 13/6; July 
8, Sold to Miss H. Hajanati, on credit, 10 yds sheeting at 1/5 
per yd., 1 doz. reels of assorted cottons for 2/3, 2 pairs of lace 
curtains at 16/H per pair; Juh 8, Received credit note from 
F. Hall A' Sons for 8 yds of shirting at lO/O per doz yds., whicli 
were damaged in tr.uisit and returned to Hall; Banked Cash 
Sales for 6th and 7th Jul\, £32 I.'u , Drew and cashed cheque 
for £l0, and paid wages. '£7 5s. Balance the a/cs., bring down 
balances, and extract a T.B. 

Royal Society of Arts. 1 , 1913). 

1. Explain the meanings of the following terms .and abbrevia- 
tions: — Book Debts, Vontlier, Per Cent, R/D., p.a., Net. 2. 
Briefly explain the uses of the following commercial documento : 
(o) An Invoice. (5) A Statement, (r) A Credit Note. Give a 
specimen form of each document (write two entries), assuming 
that John Johns is a customer of William tV.alter Co., Ltd. 

3. The following is a statement of a Trader’s Credit Sales and 
Credit Purchases and Returns (Inwards and Outwards). Enter 
the transactions in the proper hooks of original entry and show 
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the totals of each. /Vo foiling lo Ledger A[cs. to be done. .1913. 
Feb. 3, Bought from F. Grace, 2 doz. Pocket Knives at 4S Cd. 
each; Sold to J. Abel, 1 doz. Photo Frames at Is. each; Sold to 
J. Shrewsbury, 6 doz. Dessert Knives at 20s. per doz., less 5%. 
trade dis. ; Received from B. Briggs, 1 case of Carvers 253., 
returned damaged ; Feb. 4, Bought frem G. Mead, 2 doz. Silver 
Photo Frames at os. 6d. each, less 10% trade dis. ; Returned to 
Hurst 1 doz. pairs of Scissors at 18s. per doz., being the 
wrong size; Feb. 5, Sold to W. Humphreys, 1- doz. Razors al 
each, and charged him carriage on same, 6d. ; Sold to L. Towns- 
end, 2 cases of p'ish Knives and Forks at £2 per case; Returned 
to F. Grace, -J doz. Pocket Knives at 4s. 6d. each, being of poor 
qualify ; Feb. C, Bought from B. Lilley, 2 doz. Glass Match 
Stands, .Silver Mounted, at 6s. each; ]. Abel returned 4 doz. 
Photo Frames at Is. each, not ordered ; Feb. 7, sold to J. Hearne 
3 doz. Pocket Knives at SOs. per doz., less 5% trade dis.; Sold 
to V. Gunn, J doz. Glass Match Stands, Silver Mounted, ftl Ss. 
3d. each ; Feb. 8, Bought from L. Spooner, C cases of Fish 
Knives and Porks at £3 per case, less 10% trade dis. 

5. On Jan. 1, 1913, Middlemiss & TurnbuU, London, sent to S. 
Maegregor, JIanchester, for acceptance, a Bill of Exchange for 
£100, dated Jan. 3, 1913, and payable 3 months after date. S. 
Maegregor accepted the draft and made it payable at his 
Bankers, the Staple and Stedfast Banking Co., Ltd., Stockport. 
Show the form of the Bill as it would appear when returned to 
Middlemiss & TurnbuU, and state who is the Drawer and "'ho 
the Drawee, and give the date when the Bill wiU mature. 

5. A Firm’s book-keeper had, during the month of Jan., 1913, 
entered Returns Inwards and Outwards in the Purchases Book 
and Sales Book respectively, and the monthly totals of each had 
been posted to the Purchases and Sales A/c. in the Ledger. 
AYhat entries should be put through the books to rectify these 
mistakes, assuming that the Returns Inwards for the month 
amounted to £-i0, and the Returns Outwards to j£30? 

Exercise. Charles Ross & Augustus Webb, trading in paftner- 
-ship as P'ltrnituro Dealers, had X'lOO each standing to the credit 
of their Capital A/c. on 1st Jan., 1913. The other balances 
were : — Dchii Balances : Stock ;£S13, F. Lamer £02, N. Storgess 
il49. Cash at Bank, £113, Cash in hand £10, P’urniturc & I'it- 
tings £45. Credit Balances : p". Hammond £134, L. Yates £81, 
li. Bridge £77. Open Ross & Webb's Ledger with the above, 
and post thereto, through the proper btxtks of original entry, the 
following : — Jan. 1, Sold to P'. Lamer on credit, 0 AVindsor 
Smoking-room Chairs at 16s. 6d. each. ; Sold for Cash, 1 
Occasion.al Table for £1 Is. ; Jan. 2, Bought for Cash, Station- 
ery, £1 5s. ; Paid Window Cleaner, 5s. in Cash : Bought of L. 
Yates, on credit, 1 AValnut Hall Stand, £3; Jan. 3, Received 
cheqm/s from the following, which were paid into the Bank 
P'- Lamer. £50 on a/c.; X- Sturgess, b.alance of his .a/c.', lets 
dis.; Jan. 4, Drew and cashed Cheque, £15; Paid Wages, 
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£7 10s. (including Insurance Stamps) in Cash; Each Partner 
withdrew fS'lOs. in Cash for private purposes; Jan. 6, Sold for 
Cash, 1 Bedroom Suite, £15; Paid into Bank, £10; Jan. 7, 
Sent Credit Note to F. Lamer for allowance of Gd. each on G 
Windsor Smoking-Room Chairs; Drew cheques for the follow- 
ing ; — F. Flammond, £50 on a/c. ; L. Vates, £30 on a/c. ; F.. 
Bridge, the amount of his a/c., less 5% dis. ; Jan. 8, Paid Rent 
by Cheque, £25 ; Paid Gas A/c. by Cash, £7 13s. ; Balance the 
Ledger A/cs., bring down the Balances, and extract a Trial 
Balance as on Jan. 8th, 1913. 

The NATIONAL UNION of TEACHERS holds examinations 
in the usual three stages of Book-keeping in March or April, the 
entrance fee for the Elementary stage being 3/-. The scope of 
the Elementary examination is quite reasonable and compac*, as 
ma 3 ' be gathered from a perusal of the following Papers. A ropj’ 
of the Sj-'llubus may be obtained from the Secretary, Hamtlton 
House, Mabledon Plate, Easton Road, London, Il'.C. i , fci 3d. 

National Union of Teachers. {Elementary, 1908). 

1. How is the Ket Profit or Loss arrived at from a set of 
books? If the totals of P. & L. A/c. were £60 Dr. and flOO 
Cr., would you call the balance a profit or a loss? 2. What do 
you understand by Ledger, Bought Ledger, Sold Ledger, 
Customer’s Ledger.’ 3. Te!i the state of John Brown’s business 
from the foTowing particulars, which j'ou are to set out in 
proper form : — James White, Thomas Black, and Henry Green 
owe him £150, £280, and £390 respectively. He owes Walter 
Williams £210, John Jenkins £410, and Philip Parkes £600. In 
addition he has Cash in hand £20, and Goods on hand £160. 

Ex. On 1st Jan., 1908, the state of Henry Flint’s business was 


as follows : — Cash in hand £350 12 6. Goods on hand £410. 
Debtors : — A. Berks £100 7 6, B. Devon £75 5 -, C. Kent, 
£320 15 -. Creditors : — D. Lancs £225 5 -, F. Vorks £80 15 -. 
Enter, post, prepare T.B., and make out P. & L. A/c., and B/S. 

Jan. 1. Paid Salaries £2510 - 

,, 2. Paid Rent 30 5 - 

,, 4. Received Cash of C. Kent £217 ; allowed Dis. 3 15 - 

„ G. Paid for Stationery 212 6 

„ 7. Sales to C. Kent 131 10 6 

,, 8. Reed. Cash for Bad Debt previously written off 1510 9 

„ 9. Bought Goods of D. Lancs 50 - - 

,, 10. Received Cash of A. Berlts 75 . . 

IVrote off Balance on his A/c. as a Bad Debt 25 7 6 

„ 11. Cash Sales 7510 - 

„ 13. Cash received from C. Kent lOO - - 

„ 14. Paid Wages 10 7 G 

„ 15. C. Kent bought Goods 41 9 G 

,, 16. Cash Purchases G810 4 

,, 17. Paid D. Lancs Cash £124; Dis. allowed £1 6 125 5 - 
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Jan. 18. F. Vorks purchased Goods ^30 ■ ' 

„ 20. Cash reed, of B. Dei-on £7i ; Dis. allowed JH 5 75 5 - 

„ 21. Purchases from G. Notts 12818 C 

,, 22. Paid F. Yorks Cash £49; Dis. allowed £l 15 50 15 - 

„ 23. Sales to B. Devon 1.. 112 2 3 

„ 24. Paid Cash to D. Lancs £98; Dis. allowed £2 100 - - 

„ 25. Paid Wages 10 7 6 

,, 2S. B. Devon bought Goods 35 - - 

.. 29. Bought Goods of F. Vorks 70 4 C 

,, 31. Drew Cash for private purposes 20 - - 

,, 31. Interest on Capital 410 " 

Goods on hand £366 - 4d. \CasJt BaU £469 . 5d.)- 


National Union of Teachers. {Elementary, 1909). 

1. Give the meanings of the following : — .Account, Commission, 
Posting, Solvent, Sterling, Voucher. 2. Rule a model Sales 
Book, and enter two of the following items to each of two names 
(and dales) of J'our own choice : — 6 gross buttons at od. per doz. ; 
20 yds. silk at 10/6 yd. ; 5 doz. hats at 2/6 each ; 90 ties at 21/- per 
doz. 3. F.ach day, from Monday to Saturday (six days), a coster- 
monger bought 17/6 worth of fruit. His takings were 23/- 
daily. On Saturday night he reckoned he had 2/6 worth of 
fruit left. Make out an A/c., showing his profit for the week. 

Ex. On 1st Jan., 1900, the state of Francis Fair’s business was 


as follows : — Cash in hand £365, Goods on hand £420. 
Debtors ; — B . Best £115 ; D, Dean £80 •, K. K.ew £.315. 
Creditors; — L. Lord £205; V. Young £90. Enter, post, pre- 
pare T.B., and balance. 

Jan. 1. Paid Rent £25 - - 

,, 2. Reed, of K. Kew £197 10 -; Dis. allowed 

£2 10 - 200 - - 

,, 4. Paid IVater Rate 5 5- 

,, G. Sales to K. Kew 12015 6 

7. Reed. Cash for a Bad Debt written off last 3'ear 2412 8 

,, 8. Bought Goods of L. Lord 6510 6 

,, 9. Received Cash of B. Best 102 12 6 

Wrote off the balance of his debt as bad 12 7 G 

., 11. Cash Sales 90 3 4 

,, 12. Cash Purch,ases 7013 4 


„ 13. Reed. Cash of K. Kew £113 12 6 ; Dis. allowed 


,, 14. Pd. L. Ixird Cash £146 5* ; Dis. allowed £3 15- 150 - - 

„ 15. K. Kew bought Goods 32 8 4 

„ 16. Paid IVages 815 - 

„ 19. Y. Young purchased Goods 35 7 6 

,. 19. D. De.-inpaidme£78 8 -; Dis. allowed £1 12 - SO - - 

„ 20. Purchases from X. Xash I.3G10 - 

,,21. Paid Y. Young Caslr£53; Dis. allowed £l 12 6 5t 12 6 

„ 22. S.alcs to D. Dean 120 13 4 

23. Paid Wages 815 - 

„ 2.5. Paid L. Lord Cash £33 12 6; Dis. allowed 

£l 7 C .55 - - 
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Jan. 2G. D. Dean bought Goods i£2‘tl6 8 

„ 27. Paid N. Nash Cash £35; Dir., allowed £1 10 - 3G 10 - 

„ 28. Y. Young sold me Goods 85 10 9 

,, 29. Drew Cash for Self 23 - - 

„ 30. Paid Salaries 35 - - 

„ 30. Interest on Capital - 4 3 4 

Sloe!: on hand £493. {Cash Bal. £505 13 2). 

National Union of Teachers. {Ehmeniary , 1910), 

1. I£ you were a clerk in an office, and somebody brought you 
the Purchases Book and told you to post it, describe fully what 
you would do. 2. John Baker, merchant, had cash in hand 
£100 and goods on hand £200. His creditors were : — B. Black, 
£130 ; G. Green, £250 ; W. White, £120. His debtors were : — 
fl. Bray, £.50, and HI. May, £80. Make out a B/S. and say 
what it tells you about the state of his business. 3. Open a 
ledger a/c. for Geo. Scott. Debit him with balance £20. 
Charge him £1 interest. Credit him with cash £15 and goods 
£20. Debit him witli goods £40 and charge him £2 carriage. 
Balance his a/c., bring down the balance, and say whether he or 
you must pay it. 

Ex. On 1st Jan., 1910, the stale of George German’s business 
was as follows : — Cash, £420 ; Goods, £510. Debtors : — A. Ayres, 
£120 ; B. Baird, £75 ; C. Cass, £250. Creditors ; — D. Dan, £145 
and E. Euston, £55. Find and credit Capital. Enter the 
transactions in suitable books, post, draw out T.B., balance and 


make out P. & L. A/c. and B/S. 

Jan. 1. Received Cash of A. Ayres £104 12 G 

Wrote off his Bal.ance as Bad Debt 15 7 G 

,, 2. Reed. Cash of C. Cass 147 17 G 

Allowed him dis 2 2 G 

„ 3. Paid for Stationery 2 13 4 

„ 4. Cash Sales 95 4 C 

„ 5. Cash Purchases 85 3 4 

,, G. Sold Goods to C. Cass 145 10 4 

„ 8. Paid Wages 7 15 G 

,, 10. Purchased Goods of D. Dan 75 10 8 

,, 11. Received Cash for a Bad Debt written off... 25 5 - 

„ 12. Paid' for Painting Premises 10 3 6 

,, 13. Drew Cash for Self 15 - - 

,, 14. Charge B. Baird int. on his overdue a/c.... 1 1 G 

,, 15. C. Cass paid me Cash 98 13 4 

Allowed discount 1 G 8 

,, 17. Cash paid to D. Dan, £107 12s. 9d. Dis 2 7 3 

,, 18. Sales to C. Cass 47 15 2 

„ 19. E. Euston bought Goods 32 10 9 

,, 20. Received Cash of B. Baird 76 1 G 

,, 21. F. France sold me Goods 160 7 6 

,, 22. Paid E. Euston Cash, £20 lOs. Dis. in 

addition 1 19 3 

„ 22. Paid Wages 7 15 G 



150 


Jan. 2i. Sales to B. Baird ^110 10 8 

„ 25. Pd. D. Dan Cash,£.3318s.ed. Dis. in addit’n 1 1 G 

„ 26. Bought Goods of K. Euston 130 15 G 

,, 27. B. Baird purchased Goods 31 9 4 

„ 2S. Pd. V. France Cash, foS 10s. He allowed dis. 110 - 

29. Paid Salaries 3217 0 

,, 31. Interest on Capital 5 - ■’ 

Goods on hand, £'482 13s. 9d. [Cash Bal. £oSo 14s. 5d.). 


National Union of Teachers. (Elementary, 1911). 

1. Rule a model Petty Cash Book. Enter £10 Cash in hand. 
Pay for si.^ different items of expense, and balance your books 
for commencing the next period. 2. When a merchant keeps his 
books fay Single Entry he neglects to keep certain a/cs. Which 
are they? Explain how he finds the profit he has made during 
the year. 

Ex. On 1st March, 1911, Samuel Sparrow, Merchant, had 
Cash, £300 10s. Cd. ; Goods, £450 los. Debtors : — ^Jaraes Crow, 
£220 12s. 6d. ; Thomas Finch, £150 17s. 6d. ; John Jay, £270 
4s. 6d. Creditors : — Louis Lark, £1S0 17s. 9d. ; Robert Rook, 
£200 2s. 3d. Find and credit his capital. Enter in suitable 


books, post, draw out a T.B., balance the a/cs., and make out a 
P. &• L. A/c. and B/S. 

Mar, 1, Samuel Sparrow drew Cash for self £20 - • 

„ 2. Received Cash from J. Crow, £210; Dis. ... 1012 C 

,, 3. Paid for Postages 17 6 

., 4, Cash Purchases 210 5 3 

,, C. .Sold Goods to J. Crow 175 6 8 

Charged him for carnage pd. on above Goods 112 4 
,, 7. Received Cash of T. !■ inch £147; Discount 3 17 6 

,, 8. Paid Rates 415 - 

„ 9. Cash .Sales 130 2 6 

,, 10. T. Finch bought Goods 18013 4 

,, 11. Sales to L. Lark 50 - - 

,, 13. Paid L. Lark Cash £127; Received discount 317 9 

,, 14. Sales to 11. Robin 135 11 8 

„ lo. Purchases from L. Lark 215 10 G 

„ IG. Paid R. Rook Cash £195: Received discount 5 2 3 

., 17. Received Cash from H. Robin 3511 8 

,, IP. J. Crow bought Goods 2B10 • 

,, 20. R. Rook sold me Goods , 165 6 - 


,, 21. Reed. Cash of John Jay in full settlement ... 25510 - 

Wrote off his balance as Bad Debt 14 14 6 

„ 22. Bought Goods of Charles Wren 54 2 6 

,, 23. Received Cash for a Bad Debt written off two 

years ago 27 15 - 

,, 24. Purchases from R. Rook 45 10 2 

„ 25. Paid R. Kook Cash 100 - - 

„ 27. Received Cash from J. Crow 77 - - 

., 28. Paid 5Yagcs 1617 6 

,. 29. Paid Rent 23 - - 

,, 31. Interest on Capital 4 10 - 


Stock on hand, £529 14s. 9d, [Cash Bat. £541 11s. Id.). 
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National Union of Teachers. (Elemeitiafy, 1912). 

1. What is meant by an entry, a posting, a debit, a balance, 
an account, a sales ledger, a limited company? 2. In space No. 
20 of your Ledger make out a model Profit & Loss A/c. showing 
a b.ilance of X150 profit. The a/c. should show three different 
items of loss and two items of prefit. 

Ex. On 1st Jan., 1912, Henry Hart had Cash in office, £120; 
Cash at Bank, L425 12s. 6d. ; Goods on hand, XooO 10s. 
/JeWorr A. Allen, i;210 15s. Gd. ; B. Best, ^360 4s. Gd. ; C. 
Crane, £120 7s. Gd. ; H. Dare, £175 10s. Creditors ■. — E. Eley, 
£180 6s. 8d. ; E. 1 ish, £280 13s. 4d. Find and credit his 
Capital. Enter in suitable books, post the Ledger, draw a T B., 
balance the a/cs., and make a Profit & Loss A/c. and B/S. 

Jan. 1. Charge A. Allen interest on his overdue a/c. £118 


Purchased Goods with Cheque 215 7 6 

,, 2. Heed. Cheque in full discharge of Dare's a/c. 153 11 3 

Wrote off his balance as Bad Debt. 

,, 3. Received Cheque from A. Allen 211 17 2 

,, 4. A. Allen bought Goods of me ISO 12 G 

Paid Charges for him from Office Cash 1 7 G 

,, 5. Receii’ed Cheque from A. Allen 82 - • 

,1 6. Sales to A. Allen 57 3 4 

Paid Wages from Office Cash 4 10 - 

„ 8. B. Best sent his cheq., £351 ; allowed Dis.... 9 4 G 

„ 9. Sold Goods to B. Best 25010 2 

Paid Rent with Cheque 20 - - 

,, 10. Purchases from C. Crane 2510 - 

,, 11. Reed. Cheque from C. Crane, .£90 10 0; Dis. 4 7- 

,, 12. C. Crane bought Goods 110 8 4 

,, 13. Paid Rates with Office Cash G 3 4 

Received a Cheque for Goods 150 6 S 

,, 15. Received Cash for a Bad Debt 16 5 - 

,, IG. Posted a Cheque to E. Eley, £127 10s.; Dis. 2 16 8 

„ 17. Bought Goods of E. Eley 155 7 G 

Drew Cheque for self 25 - - 

,, 18. Drew a Cheque for E. Eley 105 7 G 

„ 19. E. Eley sold me Goods 140 13 4 

• ,, 20. Paid Wages with Office Cash 410 - 

,, 22. F. Fish bought Goods ISO - - 

,, 23. Po.sted Cheque to F. Fish, £147 G 8; Dis — 3 G 8 

5 , 24. Purchases from F. Fish 245 4 10 

,, 23. Bought Goods from K. King 78 2 G 

„ 2G. Sent King a Cheque for half cost of Goods... .39 1 3 

„ 27. L. Lane bought Goods of me 120 1 3 

„ 29. Sent Cash to Bank 100 - - 

,, 31. Intere.st on Capital 0 13 4 

Goods on hand, £241 .3s. Sd. (Cask Bat. £19 14s. 2d. ; 

Bank Bat. £8S5 5s. 2d.|. 
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BILLS OF EXCHANGE. 


131. Payments in coins, notes, and cheques, 
are not the only methods adopted in the commercial 
world for the transfer of money. BILLS OF EX- 
CHANGE or DRAFTS, which are stamped promises to 
pay a sum of money on a given date, play an important 
part in the transactions of modern business. A Bill of 
Exchange is an instrument intended to enable a creditor 
who has funds in the hands of a debtor to transfer 
them, or a part of them, to himself or to a third party. 
These documents are the means of expanding or con- 
tracting credit to meet the varying demands of trade 
and are usually employed (a) where it is inconvenient 
to make immediate or direct payment of cash ; or (b) 
in order to observe the custom of some particular trade. 

132. During tlie course of your business life you 
may wish to make a purchase of goods and to take 
advantage of the state of the market just at a time when 
you have not at )’our command sufficient cash for the 
purpose. Knowing full well, however, that a few 
months hence you will have ample cash, and not wish- 
ing to miss tlie chance of making a bargain you pro- 
pose to purchase from Merchant & Co., goods to the 
value of £200. You inform that firm of your inability 
to pay for the goods at once, but relying on your trust- 
worthiness, they invoice you the goods, and draw a 
three months’ bill, which you accept, thereby promising 
to pay the £200 at the expiration of that period. The 
discount which Merchant & Co. might have allowed 
you for prompt cash payment, is, of course, forfeited. 

133. The chief advantages of a B/E. are (1) It is 
a convenient method for the transfer of debts and a 
perfect mechanism for the settling of credit trans- 
actions; the trouble, risk and expense of transmitting 
coin or notes being avoided, as a bill is generally dis- 
charged through the medium of the banks. (2) It is 
a legal acknowledgment, and not a mere record of a 
debt, whereby the exact amount is stated and the exact 
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time of payment is fixed, tljus ensuring punctual pay- 
ment from otherwise dilatory customers. (3) It is 
a negotiable instrument and exchangeable for cash, 
working capital being thereby increased. A creditoi 
may have thousands of pounds of hook debts and stili 
be financially embarrassed; but if he can arrange foi 
some of his debtors to discharge their indebtedness by 
B/E. he w ill then be able to gain financial relief by 
negotiating — cashing — some of the bills. Merchant & 
Co. could deal with your hill m three w'ays : (a) retain it 
untrf if became due, (d) transfer if by endorsement to a 
creditor, (c) discount it, i.e., they could obtain the value 
of the bill before the expiration of the three months 
from a banker or bill broker, subject to the deduction 
of a small discount. (5) Prompt legal recovery in 
case of dishonour — non-payment. Should you fail to 
pay the amount when due it would not be necessary for 
Merchant & Co. to commence an action against you for 
the price of goods supplied, but simply for payment of 
the amount, interest and expenses of the dishonoured 
bill — the fulfilment of your promise to pay. If you 
raised any pleas, as to non-delivery of goods, short 
freight, inferior quality, excessive price, &c., they 
would all be of little avail in the face of your written 
promise to pay the amount, which legal acknowledg- 
ment would be taken as almost conclusive evidence of 
your indebtedness. (S) It gives you, the debtor, time 
to convert the goods purchased into money, and thus 
enables you to provide the cash to discharge the B/E. 
when it becomes due. 

13?. A BILL OF EXCHANGE (B/E.) according 
to the Bills of Exchange Act, 1882 (‘Bb and 46 Viet., 
chap. 61), “ is an unconditional order in writing, 
addressed by one person to another, signed by the 
person giving it, requiring the person to w'hom it is 
addressed to pay on demfmd, or at a fixed or determin- 
able future time, a sum certain in money to or to the 
Older of a specified person, or to bearer.” An instru- 
ment which does not comply w-ith these conditions, or 
V hich orders any act to be done in addition to the pay- 
ment of money is not a B/E. A Bill payable on marri- 
age would be invalid, as the event may never happen. 
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while one payable on death is valid. Tliere are two 
kinds of Bills : — Inland and Foreign ; the former being 
those both drawn and payable in the British Islands, 
wliich include the Channel Islands and the Isle of Man. 

nwMVU. ot Dkut. 


AV. 1. £200. TIVDDKRSriLLD \S'h Ausust, 1907. 

TURLL MOXniS alter dale, fay to our order 
7'tl’O HUXltRL/) roe X OS. value received. 

To Mr. Albert Piiftl. MLRCUAXT £.-> CO. 

113 K no Street Leeds. 


I mfressed 
Stamp 
7\oo 

Shillntgs. 


135. It is iKsual for the Drawer to consult his own 
convenience as to how he shall direct the draw ee to pay 
the money.— (1) at what time; (t’) at w-hat place; (3) 
to whom. For instance, the biH may be payable : (i) at 
sight, six months after dale or after sight; (i) m 
London, or at the Union Bank; (3) to the drawer, to a 
third party, or to a bearer. In practice there me live 
essentials in drafting a bill, w hich is generally done by 
filling up either a blank bill stamp or a lilhograp.icd 
form already impressed with a stamp sufiicient in \alue 
to cover the stamp duty payable thereon. 

1. The Date should be so clearly w'ritten at the top 
right-hand corner of the draft that it cannot be easily 
altered, as the term or period of the bill generally com- 
mences to run from the date. .V bill issued undatec , is 
not invalid, and any holder may insert the 

what he believes to be the true date, and the bill is then 

payable accordingly. . 

2. The Term {Three mouths after date), sometimes 
called the Currency or Tenor of a bill, is t ^ 
inteiwening beUvecn the date upon which 

drawn and that upon which the amount becomes ou^ 

3. The Amount (known as the contents of a bill), 
should be accurately stated at the top left-hand corner 
in figures, and in the body of the draft in wor s. 
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4. The Parties necessary to every bill, number 
three, though sometimes the functions of two of these 
parties are performed by the same person. They are 
called the Drawer, the Drawee, and the Payee. 

(a) The Drawer is the party who writes out or 
drafts the bill, which he signs at the foot, 3S 
Merchant &- Co. The Drawer is supposed to be the 
Creditor of the Drawee. 

(b) The Drawee is the person to whom the order 
or request for payment is addressed, as Albert Pupil. 

(c) The Payee is the party to whom the money is 
to be paid. In the above example the Drawer and 
'the Payee are the same — Merchant & Co., “pay to 
our order ” means pay to Merchant & Co., or to any 
other person whom they may authorise by endorse- 
ment. Instead of the words “ our order ” they might 
have inserted Lee & Co. or order, in which case th^ 
bill would have been payable to Lee & Co. , and there 
would then have been three different parties con- 
cerned. A bill may be made payable to the holder of 
an office, thus ; — " The Secretary, Halifax Chamber 
of Commerce’’ ; or “The Treasurer, York Infirmary.” 

6. The Stamp. Before being drafted most inland 
bills require to be impressed with ad valorem (according 
to value) stamp duty at the rate of 1/- for every £100, 
and also for any fractional part of £100 if the bill 
e.xceeds £100. When the amount — 
does not exceed £10 the stamp required is 2d. 

Exceeds £10 and does not exceed £2o stamp 3d. 

„ £25 „ £50 „ (id. 

„ £50 „ „ £75 „ 9d. 

£75 „ „ £100 „ Is. Od. 

Bills parable “on demand,” “at sight,” or within 
three days after date or sight, for whatever amount, 
only require a twopenny stamp either impressed or 
adhe.sive, but if the latter it must be cancelled by the 
drawer of the bill. A Bill payable with interest does 
not affect the stamp, unless a specific sum is named, 
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though the interest be payable from a date antecedent 
to the date of tlie Bill. Bills drawn in the Channel 
Islands and the Isle of Man arc foreign bills so far as 
the Stamp Act is concerned. A foreign bill negotiated 
in the U.K. but drawn as well as payable out of the 
U.K., is only liable to an ad valorem stamp duty of 6d. 
for every £100. The Penally for issuing or negotiating 
unstamped bills is £10. 

136. Unlike otlier contracts, the consideration for 
a B/E. is presumed till the contrary is made probable. 
Although it is superfluous it is nevertheless the custom 
to add to a bill the words salue received. They are 
intended to imply that the bill has been given in 
exchange for a consideration, that is, actual or real 
value or benefit previously rccci\cd in the form of 
good.s, cash, or services. 

137. Procedure relating to transactions in Bills. In 
order to grasp fully dealings in bills you will find it 
instructive to follow the procedure concerning a few 
simple transactions. On receipt of the cloth put chased 
from Merchant fc Co., on the 2nd August, >ou would, 
of coutsc, inspect its condition and generally compare 
the particulars on the invoice with the material itself. 
If any discrcpanc}' occurred, as short lengths, excessive 
price, inferior quality, or damaged pieces, }ou would at 
once communicate the fact to Merchant & Co. Assum- 
ing, how'cver, that you have made no complaint about 
the cloth, all being in perfect order, you would in the 
course of a few' days receive from Merchant & Co., a 
draft for £200 enclosed in a letter as follows — 


50 Ki7t^ Street, 

nUDDERSl-lELD, 3S//; Angus/, 1007. 

Albert Puftl, Lsg., 

113 New S/rett, Leeds, 

Dear Sir, 

tVe beg to enclose a three months' drajt on you for *-00 
which we will thank you to accept and return to us, made 
payable in Loudon. 

Yours faithfully, 

MERCHANT CO. 


On receipt of the above jou would refer to >our 
Ledger to see that the amount was correct, and after 
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carefully examining' the draft would accept it, when it 
would appear as follows : — 

nx\MI'lEor Kill Of Acceitaxce. 



138. To ACCEPT A BILL is to signify your assent 
to the order of the Drawers — Merchant & Co., by writ- 
ing your name across the face of the Bill, thereby 
engaging to pay the amount specified when due. Before 
accepting the bill jou were merely the Drawee, but hav- 
ing now made yourself liable to pay the £200 in three 
months, by accepting the bill, jour capacity is changed 
to that of Acceptor. Tlie bill may now be termed an 
Acceptance, the simple meaning of which is “ I will 
pay.” An acceptance is not binding when given bj' 
an}' other person than the Drawee; thus, if a bill be 
drawn on Henrj' Brook, and be accepted bj- Henry 
Wild, the latter would not be liable on the bill. The 
Drawee is entitled to retain the bill for 24 hours, but 
after that he must rc-deliver it accepted or unaccepted. 
The Drawee may sign before the Drawer’s signature is 
written, or he may sign a blank stamped form. Accept- 
ances are divided into general and qualified. A general 
or clean acceptance assents, without qualification, to 
the order of the drarA'er. The naming of the place of 
paj-ment Avithout adding and there only does not take it 
out of the general class. A qualified acceptance is one 
which, in express terms, varies the effect of the bill as 
draAA'n. The qualification maj’ be conditional, partial. 




inral, prriodical, or the acceplnnco of one or more of the 
rlrawees, but not ail, as : — 

an i-oiuiiiton of ilrtc v o.tl s' rfnfun!. 

Ja- illOO i)rh‘ 

A-eftfUs^ a' I tayiit ISanl, nnJ O err otAv. 

Acteyied psynllc tn /e.'.r inonihs. 

T!ie Itokier of a bill may refuse to lake a quaiiliet! 
acreptanoe, and may at once treat the bill as dis- 
honoiiri'd by non-aceeplance for want of a {general 
aceeptanco. If he takes a qiialiricd acceptance it will 
bind the acceptor and alt subsequent parties, but it uill 
not bind those who have already draun or endorsed, 
imloss the\ h:ive authorised it or assent to it cspressly 
or by implication, and the\ will consequently be dis- 
charged oi\ tlie holder taking it. Wliile the signature 
of the acceptor is alone essentia/ m accepting a bill, it 
is nevertheless eustomars- to prcfaie the word Acccpfcil 
and add the place of pasment, which, if omitted, .s 
taken to be the usual place of business of the atceptor. 
'Pile place of pa_\menl is known as the domicile, and the 
aliove bill will be a Doiiiicilrtl Hill, berause the place of 
pajment is stated, .\fier accepting the bill and mak- 
ing the entries in \our books sou would wiile a note 
leturning liie Acceptance to Merchant & Co. 

139. DAYS OF GRACE. Now this bill would be- 
come due Or mature on the 21st November, 11)07, being 
three cnlcmlar months after its date, plus three extra 
days which aie known as days of grace. .According to 
an old custom, no U/K., except those pasabic on 
demand or at sight, is really payable in the U.K. until 
three days aftei tiic expiialion of the cuncncy or term 
of the bill. Tliese tliiee d.ajs must be added to the 
term before you can arrive at its duo date. Originally 
they were merely a matter of indulgence, grace, or 
favour, but they have now acquiied legal force, and 
must be allowed unless the bill otherwise provides, as — 
“ On the 2nd June fixed pay.” or ” Six months after 
date, leithout grace, pay.” 

150. MODE OF PAYMENT. .A few da_\ s before 
the bill became due, or arrived at maturity, it would be 
necessary for you, the payer, to inform your banker, 
that the payees, Merchant & Co., would be presenting 



to your banker’s London Agents — Lloyds Bank — the 
bill for pajment. You would notify or advise him of 
this by means of an — 

151. AD VICE SLIP, winch is a formal note, con- 
taining particulars of bills, addressed to a banker, 
advising or requesting him to pay or honour the bills 
specified, and to debit the a/c. of the acceptor with the 
amount. Bills presented for pajment are frequently 
dishonoured for want of adMce, or as is sometimes 
termed, No Orders. 


Acceptor 

Drawer 

Date 

Term | 

Amount 

Albert Pttptl , 

Merchant Co 

18 I Aug 

1 

3 mos. 1 

200 j- 

- 


To the Wes! Riding Banning Co , Ltd , 

Please advise Lloyds Bank, to honour tie above aceeftanee, 
amount £200 0 0, and charge the same to accout t of 

ALBCRT PUPIL. 

Leeds, \Sth November, 1907 


152. On PRESENTATION of the above bill, by 
Merchant & Co.’s Bankers to Lloyds Bank, the latter 
would pay the former the amount and take possession 
of the matured bill on jour behalf. When a bill is thus 
disposed of. It is said to be honoured, redeemed, taken 
up, met, lifted; all of which denote payment. The 
next time you had jour Pass Book entered up at the 
Bank you w'ould find that your a/c. had been debited 
with the £200, which had been paid to meet j'our 
acceptance. Therefore, on advising the Bank to meet a 
B/P., always either record the transaction in the 
Journal — B/P. Dr. to Bank, or, in practical work, on 
the Cr. side of Cash Book : — Nov. i8, By B/P. £200. 

^ 143. PAYMENT OF BILLS. A bill is said to be 
discharged or extinguished W’hen duly paid at maturity 
directly on presentation, w'hich is called by business men 
a payment in due course. The discharge of a bill is 
effected either by the holder’s receipt on the back of it, 
or by simplj' cancelling it. The bill thus discharged is, 
in both cases, returned to the drawee or his banker. 



Every bill (cxcej)t those on demand or at sig^lit) must be 
presented foi payment eillua to the acceptor, 0I to the 
bank wheie it is made payable, on the last day of ^racc. 
I'aihirc to observe this would lesult in all the panics to 
the bill, except the acceptor, being discharged from 
their liability. When a bill is accepted on condition of 
the presentment at a paiticular place aud there only, nr 
with words to the like effect, also wlicre a Promissory 
Note is expressed in the body to be payable at a par- 
ticular place, it nim/ be presented even to charge the 
acceptor. Should the last day of grace fall on Sunday, 
Chiistmas Day, Good Friday, or a pul>lie fast or tiianks- 
giving day, it is payable on the pr* i ci/nig bvisiness das ', 
if on a Hank Holiday, then on the ^titccci/mg business 
day. If a bill is lost before it is ocerdiie llie di.iwer mas 
be compelled to give a duplicate to the person who was 
the bolder, upon his giving sufiicieiii iiuii mnity against 
the claims of any jicrson who may hei ome possesscii of 
the lost bill. The loser should immedi.itcK gi\c notice of 
the loss to the partie.s liable on the bill, .ind a publie 
adverlisomeiU should aKo be "uen. 1 be jiait) who 
has lost the bill must, nevertheless, make application to 
the drawee for ptiymenl at the time il is due, and gi\e 
notice of dishonour. 

143. You will observe in E\. ol, lOlh August, tlril 
you Received from .•!. Brand Ins ru re fiance at i month 
for £100. This liansaction signilics that A. Brand 
owed you £100; and that >ou drew a diaft upon him 
for the amount; which be leturned to \mi did) accepted. 

r.WMi'lv oi .\cin'i\srr 


No. 1, 

S100. 

O 

<-> -3 

•« g 

HUDOERSEIELD, 
lOlh August. 1007 

IniprMsed 

ONE MONTH afttr 

•fl L. 

date fay la ny ordei. 

Sump 

Ono 

the sum oj ONE 


HUNDRED POUNDS 

Shilling 

value received. 

.^c 
urs o 



To Aljrti Brand, Esq,, 


Doch SIrtel, 
IJvll. 


ALBERT PUPIL. 




102 


145. This bill, of which you are the holder, would 
become due on the 13th September, 1907. Three or four 
diiys before that \ou would endorse it, Jind, alonfj’ with a 
Credit Slip (see par. 07), hand it to your banker, just as 
you would a cheque, for collection, from Glyn, Mills & 
Co., who would pn_\ the amount on behalf of .“\lf. Hrand, 
and thus meet, honour, or redeem the bill. Your banker 
would, of course, credit your a/c. with the amount he 
had received in respect of the l)ill. On paying' bills into 
bank for collection, either record the transaction in tlte 
Journal : — Bank Dr. To Bjii., or on the Dr. side of the 
Cash Book -.—Mar. lo. To B/R., ilSa 12 0. 

146. ACCOUNTS OF BILLS. It will be quite clear 

to you that the above bill is Payable by the pcr.son 
accepting it, viz., .\lf. Brand; and Eeceivable by the 
person holding it, viz., yourself. Therefore, in record- 
ing transactions concerning bill-,, you would call those 
going Out, which you have accepted or undertaken to 
pay, Bills Payable; and those coming in, which you 
hold from others. Bills Rcceisable. Previous to Alf. 
Brand accepting your bill for £100, that amount stood 
to his debit in a personal a/c. in the ledger, but 
immediately he accepted the bill his indebtedness 
changed from the form of a book debt to that of a nego- 
tiable instrument, a written promise to pay, w’hich is a 
Bill Receivable to you. This Bill is something real and 
tangible with which you can deal and for which you can 
obtain money, or use for the payment of a debt. Hence 
the a/cs. of Bills Payable (B/P.) and Bills Receivable 
(B/R.) must be regarded as Real a/cs., the rules for 
entering which, you will remember, are : — Value com- 
ing In i.s Dr., value going Out is Cr. You must not fail 
to remember that it is the acceptance which gives the 
bill its value, therefore no entry must be made until the 
Bill is accepted. B/R. — On an acceptance coming in or 
being received by you, as from Alf. Brand, you w'ould 
journalise it thus : — B/R. Dr. £100, To Alf. Brand, 
£100. (See par. 171). ,*\nd on the arrival of the due 

date, when the Bill goes Out, on being honoured or paid 
by .Alfred Brand, thus : — Bank or Cash Dr. £100, To 
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B/jR. £100. In practical 'work the entry in the Cash 
Booh would be on the Dr. side, thus : — To BJR. £100. 

As mentioned in par. 133, the holder of a Bill may 
negotiate it, i.c., endorse and pay it away to a creditor, 
as in Ex. 40, where T. Long’s acceptance is paid by you 
to W. Hill, which transaction would be journalised 
thus :—lVilliam Hill. Dr. To B/R. £196 19 10. 

B/P. The acceptance by you on 18th August of 
Merchant & Co.’s bill represented a bill going Out and 
would be journalised thus ; Merchonf & Co., Dr. £200. 

{Sec par. 172.) To BfP £200. 

and on its coming In and being honoured by your 

banker (See par. 142) thus ; — B/P Dr. £200, To 

Bank £200. In practical 'work the entry in the Cash 
Book would be on the Cr. side, thus ; — By B/P. £200. 

Bills Receivable always come In first and are tlierc- 
fore debited, and when paid or honoured they go Out 
and are returned to the acceptor, therefore the a/c. is 
then credited. Bills Payable always go Out first and 
are therefore credited, and when paid or honoured by 
you they come In and are returned to you by the holder, 
therefore the a/c. is then debited. You will notice that 
when a bill is honoured either at the bank or in cash 
you do not debit or credit the person, but one of the Bill 
a/cs. and bank or cash. Accounts of Bills are balanced 
in the same way as other real a/cs., the difference of a 
B/R. a/c. representing an asset or bills in hand. The 
total valne of the bills in your bill-case should corres- 
pond exactly with the balance of the B/R. a/c. The 
difference of a B/P. a/c. represents a hahility, or bills 
which you have accepted. This balance should be com- 
pared with the total of the unpaid bills recorded in the 
bill book. 


The following accounts illustrate the records con- 
nected with the B/E. in Exercise 35. 

Dt. Gash Book. Gr. 




Of&cc, ! 

Bank 

' 


Bank. 

1907 j 

Rcctipts. 

£ 

£ 

1907 ! 

Payments. 

£ 

Aug. 16 j 

To Bills Kec. A/c. 



Aug 6 

By Bills Payable A/c. 



(Salt) 

148 



(Brown) 

100 

.. 23 

„ Bills Kec. A/c. 




, ,, Bills Payable A/c. I 



(Marl) 


\ 60 


l (Jones)! 

115 


]CI 


Ex, 34. Bills RccciYaWc Book. (Abridged Form). 


Date I From whom reed. 
1907 , 

Aug 10 ; Alfred Brand 

24 i Matthew Paul .... 


Term. 


When due 


L.F. 

Cr. 


1 month 13th Sept.! 

2 months 27th Oct. 


I Amount. 
£ s. d. 
100 - - 
75 - - 


Bills Receivable A/c...Dr. 


£175 - 


Bills Payable Book. (.Abridged Form). 

Date. I To whom given. Term. When due.lL.F.jAmount 
1007 I Dr. £ s. d, 

Aug. 18 1 Merchant & Co Smooths 21st Nov. 200 - ■ 


Bills Payable A/c.. Cr. j £j200 


Dr. Alfred Brand. Cr. 


1907 
Aug. 1 
.. 18 

! To Cloth 

1 Cloth 

X 

las 

9G 

1907 
Aug 10 

.. 10 

1 

By Cash | 

„ Bill Rpcelvtible | 

£ 

25 

\ tw 

Dr. 


Matthew Paul 


Cr. 

1W7 

I 

£ s d 

1907 

1 

X 9. d 

Aug. 1 

i To Balance b/f ... 

72 - • 

Aug 6 

1 By Cash & Dis. .....J 

73 . • 

fi 

, „ rin‘h 

. 87 15 • 

«. 21 



M IS 

1 ,. Cletb .. 

fr2 5 • 

1 .. 21 

1 „ Bill Reecivable.. 

75 - • 


Dr. 


Bills Receivable A/c. 


Cr. 


Bills Bccciyahlc come In | 
for Goods or Value. 


1W7 ' 

Aug. 1 To BaUncp b/f 

, (Salt & Mart vh;JU. 

10 ' „ Alfred Brand 
SI ( ,, Matthew Paul 


I 


S^'p!. 1 1 To CalanMi b’d . 


Ifl-J 

1(0 

75 


i 


Bills Receivable go out 
for CQBh OP DiBcount. 


1907 

Aug 15 By Cash (Salt) 

M 23 ‘ ,, Cash (Mart) 

M 81 Balatc* cfd,, 

\ BIR. not naiurtd.l 


Dr. 


£m 

.... .175 
Bills Payable A/c. 


i 

Ub 

to 

176 


X373 


Cr. 


BttU P Ays^ble come in fot j 
Cash on maturity, j 


iw 
Aug. 6 


31 


Ca^h(Jon«*s) — , 
Ralarct ctd Ittnr; \ 
BIP Kct ruiurf I* 


BUlsP&yablego out for i 


Goods or Value. 


I 


£ 

iwn ■? 

- j 

£ 

JPO 

Aig. 1 1 

By Balance b/f. 1 


115 


(Brown’f & I ones' B/IM 

915 


.. 18 ] 

•1 Mtrrchant & Co. ..J 

200 

SCO 


i 1 


£415 


1 1 

£n5_ 


Sppt.l 

1 By Balance b/d ..J 

SCO 
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of settlement would be by drawing upon such agent or 
customer. On reference to Ex. 35 you w'ill find that you 
have a customer at Chicago — Neal Dow — who owes 
£315. The best course for you to adopt then would be 
to draw a Bill of Exchange upon Neal Dow' for £204 5 0 
in favour of Henry Clay. As you merely transfer 
£204 5 G from Dow to Clay, the Journal Entry would 
be : — Henry Clay Dr. to Neal Do'.v, £204 5 6. 

Vn or roEEicN Hill. 


>Vo. G. Exchange for $1000 52c. 

Huddersfield, 20th September, 1007. 
Sixty days alter sight, pay this First oj 
Exchange (Second and Third of the same tenor and 
date not paid) to the order of Henry Clay, the sum 
of One I l.onsat.d Dollars and fifty two cents, value 
received, and charge the same to my account. 

ALBERT PUPIL. 


Stamp 

Three 

Shillings 


To Neal Do-.v. Psq 

to Sixth Avenue, Chicago, U.S.A. 


150. The drafting of foreign bills is somew'hat 
different from that of inland bills. Instead of merely 
drawing one document you draft two or three, and these 
are called a Set of Bills. One object of this is to 
obviate delays and avoid inconvenience in case of the 
loss or miscarriage of one of them. Another object is 
that the first of the set may be sent abroad to an agent 
or banker, so that he may secure acrcptance; while 
another of the set is put into circulation and sold to the 
bill brokers, thus allow'ing the draw’er or endorser to 
realise the amount of the bill, at the same time that the 
“ first ” is going forward for acceptance. As you will 
see, the only variations in the form of the three bills will 
be the words, first, second, and third. 

In the First via the words must be Second and Third. 

,, Second ,, ,, First and Third. 

,, Third ,, ,, First and Second. 

Only that via of a foreign bill need be stamped, 
which is used or negotiated. In addition to the revenue 
stamp impressed in the country where it is drawn, it 
also requires the adhesive revenue stamp of the country 
where it is domiciled or made payable; therefore the 
above bill would require stamping on its arrival in the 
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United States. On the receipt, in this country, of a 
foreign bill it is the duty of the holder, first, to present it 
for acceptance, and, secondly, to affix thereto and cancel 
a proper adhesive bill stamp of sufficient amount; after 
which the bill may be negotiated. It is customary to 
state the amount of a foreign bill in the currency of the 
country where it is made payable. The rate of exchange 
on the day of the date of the bill is used for stamp pur- 
poses, but the rate on the day the bill is payable for 
purposes of payment. The absence of a foreign stamp 
on a foreign bill docs not affect the right of any person 
to sue in this country, provided the Bill has been 
stamped according to English Law. 

151. PROCEDURE with Foreign Bills. As drawer 
of the above bill you would forward the stamped copy to 
H. Clay, and by a later mail a second copy, so that 
should the first have been lost by shipwreck, or have 
miscarried, the second would be available. You would 
retain the third copy until it was known whether either 
of the others had been received; if both were lost, it 
would require stamping and forwarding, otherwise it 
would be of no use, and might be destroyed, as might 
also the second if the first had reached its destination. 
By the same mail as you sent Clay his first bill, you 
would write to Neal Dow advising him of the fact, and 
requesting him to accept the bill when presented by 
Clay. 

152. AFTER SIGHT, The term of the above 
bill is Sixty days after sight instead of after date. By 
the use of this phrase in foreign bills the inequalities 
arising from vaiying distance and means of communica- 
tion are equalised. The term or period of the above bill, 
is calculated not from the date of the drawing of the bill, 
20lh September, but from the date when the bill is 
sighted or seen and accepted by the drawee, Neal Dow. 
Hence it is very important that Clay on receiving the 
bill should immediately take it to Dow for acceptance 
and that Dow when accepting it, should note the date of 
acceptance, which would probably be as follows ; — 

“ Accepted 30th September, 1D07. 
payable at the National Bank, Chicago, 

Due 2nd December. 

Neal Dq\y.” 



Payment. When this bill arrived at Maturity Dow 
would pay the amount to Clay, Dow having debited 
jour a/c. with the same on acceptance. You would 
thereby be saved the trouble and expense of remitting 
Cash to Clay, he having been paid by your debtor. 

153. EXCHANGE is a term applied to the remitt- 
ances of money between different countries, by which 
sums in the monej’ of one country are exchanged for 
sums of equivalent value in the money of another. In 
other words, the method adopted by a debtor for the 
payment of a debt due to a foreign creditor, without the 
transmission of specie or coin. As a consequence of 
commerce there at all times exists a mutual indebted- 
ness between countries having commercial intercourse 
with each other. For instance, while there are several 
persons in Paris indebted to others in London, there are 
also a number of persons in London debtors to Paris- 
ians. Therefore in case you wished to remit to B., 
your creditor in Paris, £100, and you had no agent, 
banker or debtor in that citj’, a good method of settle- 
ment would be by buying a bill payable at Paris, and 
forwarding it to your creditor. The question now 
arises, where and how are j'Ou to buy this bill? If you 
wish to purchase corn, cattle, leather, wool, tea, etc., 
J’OU would either attend the markets at which tlfev were 
sold, or employ a factor, dealer, or broker to purehase 
on your behalf. Foreign B/E. are to be boughi in a 
similar way. There are Bill Brokers whose 
business it is to deal in B/E. Merchants communi /ate 
their wants for bills to these brokers, who also asceiitain 
those merchants who have debtors abroad, and I the 
brokers thus discover the side upon which the greater 
demand lies, for money' or for bills. These brok^irs 
meet on market days, Tuesdays and Thursdays, at this 
Royal Exchange, London, and determine the course oft 
the day or Rate of Exchange, between one country and ^ 
another. The Rate of Exchange or Price List of Bills 
is based upon the 

155. PAR OF EXCHANGE, which means that sum 
in the currency of one country, which, in its intrinsic or 
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real value, is equal to a specified sum in the currency of 
some other country. In other wrds, when money of 
the same standard and weight in one country, yields 
money of the same standard and weight in another, the 
exchange is then said to be at par. Gold and Silver 
when refined and coined into money, no matter by what 
country, becomes of about equal fineness or purity, so 
that the same weights arc, for all commercial purposes, 
of equal value. Thus, according to the mint regulations 
of Great Britain and France, £1 sterling is equal in its 
intrinsic value to 25 francs, 22 centimes of French 
money; and therefore, the par of exchange between 
London and Paris is 25frs. 22c. If more than that sum 
is given us, say 2afrs. 30c., the exchange is beloxo par 
and against Paris; if, on the other hand, £1 sterling 
should be accounted equal only to 25frs. 15c., the 
exchange is above par, being in favour of Paris and 
against London. It should be observed that when the 
exchange is favourable to a place, it is only so to the 
buyer and remitter of foreign bills; but unfavourable to 
the drawer and seller. Thus the interest of each party 
is identified with that of the place where his funds are : 
hence an unfavourable rate of exchange in any place 
operates as a premium for the exportation of goods, and 
is, so far, an advantage to that place. The variation 
of the rate of exchange is, however, limited to twice the 
cost of transmitting gold between two countries. These 
limits are known as — 

165. SPECIE or GOLD POINT, which is that point 
above or below the mint par of exchange at which it 
becomes more profitable to export or transmit bullion 
than to buy B/E. The cost of transmitting bullion 
varies from to 2%, according to distance, risks, and 
other circumstances, and hence it is only under excep- 
tional conditions that the prices of B/E. rise above or 
fall below these limits. No merchant will ever pay a 
greater premium for a bill to discharge a foreign debt 
than would suffice to cover the expense of transmitting 
bullion. Some gold points on the London Exchange 
arc : — 
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London on Mint far. Gold Exforts. Gold Imforts. 

Paris Fes. 25.221 2o.l2i 25.32i 

Berlin Mks. 20.43 20.33 20.52 

Amsterdam ... Fi. 12.10 12.04 12.15 

Copenhagen .. Kr. 18.16 18.07 18.233 

New York .. S 4.867 4.827 4.89 


The Rate of Exchange for each country is published in 
the daily papers on Wednesdays and Fridays in each 
week in the Price List of Bills, better known as the — 

156. COURSE OF EXCHANGE, which means that 
variable amount in the currency of one country which 
at any given date, is offered for a fixed sum in the 
currency of another countrj'. The Rates of Exchange 
are seldom at par, fluctuating daily according to the 
state of trade, the value of money, and other disturbing 
influences. The rate quoted, which is generally for 
drafts having three months to run, is affected princi- 
pally and legitimate!) by the actual balance of trade 
between the two countries, and the consequent necessity 
of remittances to discharge the debts which have been 
contracted between them. But this effect will not be 
seriously felt if the general balance of trade is at the 
time in favour of the country having occasion to remit. 
If a greater amount of remittances is made to a particu- 
lar place, for instance, Paris, than is received from it. 
the exchange will be above par; if, on the other hand, 
a greater amount is received from Paris than is sent to 
it, the exchange will be below par. 

157. BILL BUYING. Your question as to where 
and how to purchase a bill having been answered, you 
would then proceed, through the medium of your 
broker, to communicate with the money or exchange 
market, whereupon you would ascertain that C. , of 
Paris, was indebted to D., of London, in the sum of 
£100. \ou would, therefore, buy for cash at the 
current rate of exchange from D., of London, a draft 
from him addressed to his debtor C., of Paris, request- 
ing the latter to pay the amount to your order. Having 

id' --d the bill in favour of your creditor, F. Basile, 

Pay to the order of F. Basile, 

.Ubert Pupil, 
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you would forward it to your creditor, B., of Paris, xvho 
would present it to C. for acceptance. The Journal 
entry would be : — F. Basilc Dr. To Cash £100. In 
practical work the entry in the Cash Book would be on 
the Gr. side, thus : — By F. Basile £100. 

In dealings with a foreign firm the Ledger a/c. will 
require two money columns on each side, in order to 
record the transactions in both currencies. When 
balancing it will be found that there will be a small 
difference arising from the fluctuations of Exchange 
between the two countries. This difference must be 
transferred to an Exchange A/o., the balance of the 
latter being carried to the P. & L. A/c. on making up 
the books. 

Dr. Gustase Loubet, Rue Garibaldi 19, Paris. Cr. 


(Standard Exchange, Fes. 25.50=^1.) 


1903 


£ 

s 

d 

Fes. 

c. 



£ 

s. 

d 

Fes. 


Inn. fi 


srm 



fE5wii 

, 

Mar. 30 


309 

i 

8 

7815 

76 

mm 

„ Goods 

206 

io 


5265 

75 

(rate 25 25) 

Mar. 81 

.. Transfer to 














Exchange 














Ale, 

3 


8 











£ 

309 

iS 

_8 

la 

T5 


£ 

309 


J 

7315 

75 


Via of Foreign Acceptance. 


No. 7. 

Exchange fon Fos. ZS20. 

2 

LONDON, 

iGlh September, 1917, 

Stamp 

One 

SbilUng. 

Thirty days after date 
(Second and Third 0 / the 

<3 

0- V 

W ..0) 

° 0-5 

pay this First of Exchange 
same tenor and date not 


'laid), to the order of 
TwoThonsand Five Hun- 
uahie received and charge 
out advice of 

Acce 
yable at the 
Chevre 
Due 28th 

Albert Pupil, the sum of 
dred and Twenty Francs, 
to account, with or with- 

To Messrs. Chevreul <5- Co., 

Paris, 

cu 

DANIEL &■ CO. 


158. As there are no days of grace in France, the 
above bill would mature on the 26th October. The 
number of days of grace ' allowed in foreign countries 
varies. They are shown in the Table of Usance. 







169. By tho operation of this B/E. the convenience 
of nil parties concerned is suited; the London creditor 
is paid by the London debtor; and the Paris creditor is 
paid by the Paris delitor; consequently the two debts 
arc paid, and not a sinplc coin passes Irctween Lor.don 
and Paris. In tliis example Dnnicl tfe* Co. arc the 
Drawers, Chcvrctil c- Co. arc the Acceptors, Alhrrt 
Pupil is the Buyer and Endorser of the bill, and /•'. 
Ilasilc is the Endorsee of the bill and receiver of the 
money in Paris. Two persons here receive, the money, 
Daniel K- Co., and F. Basile, and two pay the money, 
Albert Pupil and Chevrcul & Co. ; which is Just what 
must be done when two debtors and two creditors settle 
a/cs. It will thus he seen that the debtor in one coun- 
try is substituted for the debtor in another, and that 
while B/E. arc used for the payment of inland debts, 
they were originally intended for the discharge of 
foreign debts. 

160. NEGOTIATION OF BILLS. The holder of a 
hill may deal with it in three different ways. He may 
retain it until maturity: transfer it to one of his 
creditors; or discount it. When dealt with by cither of 
the latter methods it is said to be negotiated, or put 
into circulation, '.chick is the act of freely assigning or 
transferring a bill, with or without endorsement, either 
under discount or otherwise, to another person. For 
instance, suppose you hold an Acceptance by John Kerr 
for £100, and at the same time you are indebted to Joel 
Day in the sum of £100 or more, you may transfer to 
Day, Kerr’s bill in payment of your debt. Such a 
transaction, involving the out going of a bill, would be 
journalised thus: — Joel Day Dr. To B/R. £100. 

161. DISCOUNTING is a method frequently 
resorted to, particularly if tlic holder is urgently in need 
of cash. To discount a bill is to obtain money for a bill 
before it is due, interest being charged for the accom- 
modation. On reference to Exercise 36, Oct. 8th, you 
will find that B. Astor gave you his acceptance at one 
month for £500, and that on the following day you dis- 
counted same, Cash received £497 18s. 4d., discount 
lb 1 £2 Is. 8d. It appears from the latter transaction 



lhal you took the bill and endorsed it cither to your 
banker oi to a bill tliscounler, who, after being satisfied 
as to the '■olvcncy of B. Astor, paid you the .fjr)()0, less 
oitc month's interest at 5%. Tlic deduction of £2 Is. 
Sd., although really interest, is called discount. Tt is the 
banker's profit on tlic loan, and your loss for getting the 
money before it w:is due. .As the Cash comes In to the 
Bank and the Bill goes Out, the aho\c tiansactioii 
would be journalised thus ; — 

Ilmik Or. £407 18 4 

Biuik Charges A /c. ,, 2 18 

To lijR. Ale £500 

In praciical ni'orh there would be two entries in the 
Cash Book, the full amount of the hill being entered on 
the Dr. side, thus : — 

(lc(. 9. To Bills Iti'ccivahlc Afc £500. 

and the Discount being entered on the Cr. side, thus : — 

Ocf, 9. By Dtscounling Aslor’s B / R £2 1 8. 

This method keeps the Bank columns of flic Cash 
Book in harmony with the Bank Pass Book. 'I be 
Discount should be posted to the debit of the “ Bank 
Chaiges A/c.,” so as to keep it separate from the 
ordinary “ cash discount.” 

Although you may generally regard a bill thus nego- 
tiated as finally disposed of, there does exist, however, 
on account of your endorsement, a contingent 
liability ” in respect thereof, until the same is paid by 
the acceptor. 

The above transactions rckuivc to discounting B/R. 
in Ex. 36, tvould be recorded in the Ledger and Cash 
Book, as shown below : — 


Dr. Bills Rcccivahit A/c. (r.s ,10) Cr. 


1007 . 

i 

£ 

5 j 

it 

1007 


1 

£ 

s 


Oct 31 

To Sundries aipcr; 




Oct 9 

B> CR«tb (Amor’s 




total of B(R. Booltl 

1 

mi 

2' 

1 

2 


BjU discounted) 
,, Cash (Astor‘s 1 
Bill discounted) 

coo 









2£0 

15 

El 







\Vol«rv Terry 

7r, 

la 

1 8 






■ 

,, Balanctclii.. .. 

875 

1 

|- 




_2 




n 

0 

! 0 

Nov, 1 

To Balance b/d. 

37 s 1 



■1 





Dr. 


Cash Book. 


1977. 


£ s. d. 

[pM 

^ ' 0-1 

„ Bills Rfeceiv-abie A/c. (Aster’s B/R.)...... J 




Cosh Book. 


Gr. 

1907. 
Oct. 9 
22 

1 { Dlsceti&t« 

Payneats. \ £ «• 

1 By Discounting Asior’s B/R. 

I „ Discounting Astor’s ... .. .1 

1 oinct. 

£ s. d. 

i Bask. 

£ 5. d. 

2 18 

C ITt 6 


162. THE EME OF DISCOUNT varies according 
to the nature of the bill, being- considerably higher if 
any suspicions are entertained of the punctuality or 
solvency of the parties subscribing the bill. The charge 
also varies according to the state of the money market, 
and is very much influenced by the Bank Rate. 

163. DISHONOURED BILLS are those which 
either the drawees refuse to accept, or the acceptors 
fail to pay or meet when due. From this transaction, 
“ Oct. 24, 

Terry’s acceptance due this day returned dishonoured £75 6 8 
Paid Notarial charges thereon - 3 4” 

it would seem that Terry, on the maturity of this bill, 
was either unable or unwilling to fulfil bis promise to 
pay you the above amount. Unless your banker had 
already done so, it would be your duty, immediately on 
the return of the bill, to place it in the hands of a Notary 
Public (N/P.) who is generally a solicitor, part of 
whose business it is to present dishonoured B/E. and 
note and protest their non-acceptance or non-payment. 

164. NOTING A BILL is the presenting of a non- 
accepted or dishonoured bill and demanding acceptance 
or payment thereof, at the Bank where it is made pay- 
able, or to the acceptor himself by the Notary Public, 
either on the day oj its dishonour, or on the next suc- 
ceeding business day, as an official proof of the damand 
having been duly made, and if it is not then 
accepted, or paid, he notes its non-acceptance, or non- 
payment by writing upon a slip, which he attaches to 
the bill, the reply he receives (such as No Funds; Refer 
to Drawer; No Orders; &c.) so that should the bill be a 



foreign one he may subscquentl\ draw out a protest, 
which is a legal documentary declaration by a N/P. 

The measure of damages on dishonour of a bill are — 
(a) the amount of the bill; {b) interest from the time of 
presentment for payment if the bill is payable on 
demand, or from maturity in any other case; (c) 
e\penses of noting, or (when protest is necessary and 
has been extended) of protest. In case of a bill dis- 
honoured abroad, in lieu of the above damages {a) re- 
exchange; (6) interest thereon till pajment. 

XOIING TICKFf 


I 

j ]. NEWTON SONS. Notaries:. 
10, Btrchin Lane. 

Noimg 3/4. 

I NO ORDERS ro PAY. 


lUNkm’b TICKET 


Bill .... 

£ 

75 

s. 

6 

d. 

8 

Noting .... 


3 

4 

Postages - - - . 



6 

Interest 

1 



Commission .... 

75 

lO 

3 

6 

10 

Beckett <SL Co. 

75 

14 

4 


165. Terry’s acceptance having been duly noted 
according to the icquircments of the law, }OUr next 



duty t\ould be, if you had received the bill by endorsa- > 
lion, to give immediate notice of dishonour in writing 
to the drawer and each endorser; as in the absence of 
such notice the drawer and endorser would he dis- 
charged from any liability respecting the bill. The 
object of giving such notice is to make them aware of 
the dishonour, so that you may, if necessary, have 
recourse — that is, call upon cither the drawers or any of 
the endorsers, to pay the bill, together with the interest 
and expenses. As you were presumably the drawer 
and the only endorser in this instance, no notice of dis- 
honour would be necessary. 

166. TRANSACTIONS ON DISHONOUR. Although 
Terry’s bill was dishonoured he still owes you the 
amount, and you will therefore debit his a/c. with the 
amount of the bill, as well as the cost of Tiotllig, thus : — 

IVolsey Terry .. . Dr. £75 10 

To n/R. (Dishonoured) £75 6 8 

,, Cash (A'oUng) - 3 4 

In practical 'work only the dishonoured bill would be 
journalised as above, a separate entry being made in the 
Cash Book, on the Cr. side in respect of noting, thus : — 
Oct. 24. By IVolsey Terry (Noting Exs.) 3 4 

If the bill had been sent to the Bank for collection, 
the Bank would have been debited and B/R. credited; 
therefore on dishonour and return of the bill you would 
journalise thus : IF. Terry, Dr. To Bank. In practical 
'work, however, the record would be made in the Cash 
Book, on the Cr. side, in respect of noting, thus : — 

By IF. Terry (Dishonoured Bill and A'oting) £75 10 
And where the bill has been purchased under discount, 
or received in payment of an a/c., you would debit the 
a/c. of the person from whom you bought or received 
the bill, thus: — A. Blank Dr. To B/R. Should you 
have discounted the bill with a Discount Co., or paid it 
away to a creditor, on its reUirn, with notice of dis- 
honour, you would owe the Discount Co. or Creditor the 
full amount thereof, and would therefore journalise : — 
IFoIscy I'erry, Dr. To Discount Co., or A Creditor, 
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Dr. VYoIsoy Terry (K\. 30). Cr. 


1907 
Oct. 10 


167. RENEWED BILLS. To renew n bill is lo 
itctcpl u new B/E. in place of a former one which the 
acceptor was unable lo honour when due. Sometimes 
the acceptor of a bill finding himself unable to meet it 
on its maturity requests to be allowed to renew it. If 
the holder is satisfied as to the solvency of the acceptor 
he will comply with the request, on condition that the 
acceptor pays for the new bill stamp, and interest on 
the amount for the extended period. The transaction : 
“ Xoi. 29. J. Keen met his aeccpt.ince for iSll 1 due to d.sy 
•with a 2 tnos HiU including Int tor ib3j 7 S ” 
shows that you have granted an extension of time lo 
Keen. The old B/R. is cancelled and consequently 
goes Out, while a new one comes In, the interest being 
a gain. 

In practical work the old B/R. and the mterest would 
be debited to Keen in the Journal : — 

James Keen, Dr, To B/R. £811 1 - 
James Keen, Dr. To Interest £24 G 8 
while the new bill would be entered in the B/R. Book. 

If you had received such a favour from a creditor, the 
entry would have been as follows : — 


B/P Dr. To Creditor £811 1 - 

Interest Dr. to Creditor £24 6 8 


and a new bill entered in the B/P. Book. 

In the case of the renew’al of a bill which has been 
Iireviously dishonoured, as : — 

"Nov. Is. J Keen forwards his acceptance at scien 
days with noting expenses and Interest iSll 1 
It would be journalised thus : — 

James Keen ...Dr. To Interest £10 - - 

B/R Dr. To James Keen &8n 1 - 

In practical work James Keen would be debited with 
interest through the Journal : — James Keen, Dr. lo 



t 
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1707. 


r 

To Wool 

75 


Oct.U 

By BfR 

76 

„ Wool 

as 

(QB 

>. 23 

„ C3«ih . . ... .. . 

75 

„ niR.Dlshoaourcd 
„ Noting Charges , 

76 

C 6 
3* i 

.. 23 

„ Bad Debts 

% 

£ 

176 

0 6 


£ 

176 1 
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Interest £10, and the new bill would be recorded in the 
B/R. Book. 

When a bill is partly paid, and partly renewed as : — 
“ A. Brown settles dishonoured bill for £400 by paying Cash 
£200, and accepting our draft at two months for £201 
including interest.” 

an entry must be made in the Journal : — A. Brown, 
Dr. To Interest £1; the Cash entered in the C/B. : To 
.4. Brown, £200; and the B/R. recorded in the B/R. 
Book. 

(Ex. .37). Bills Receivable Book. (Abridged Form). 


Date. 

From whom received. Term. When doe 

L F. 

Amount. 

1907. 



Cr. 

£ s. d. 

Nov. 8 

Alfred Carr 



710 - • 

.. 9 

James Keen 



800 • - 

M H 

lames Keen ..... 



oat s i 

.. 18 

James Keen 



811 1 • 

.. 22 

Robert Keld 



800 - • 

„ 23 

James Keen ..... 



83J 7 B 



Bills Receivable Afc..-Dr. 

^j39G0 13 - 

Dr. 

(Ex. 37). 

Bills Receivable A/c. 


Cr. 
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168. RETIRING BILLS PAYABLE. If at any 
time you preferred to pay or retire one of your own 
acceptances before arriving at maturity, for the purpose 
of gaining rebate ; (that is, the interest of the unexpired 
term), it would be called retiring under discount. The 
transaction ; — “ Nov. 16. Retired our bill due 30th 
Nov., by cheq., £717 5, and was allowed dis. £2 15,” 
would be journalised thus : — 

Nov. 16. B/P Dr. £720 


To Bank £717 5 - 

,, Discount Ajc 2 15 - 


In pracficai ivork the entry in the Cash Book would be 
on the Gr. side ; discount in the first column thus ; — 

Nov. 16. B/P.. £2 15 £717 5 - 

169. REBATE ON BILLS DISCOUNTED is an 
item which often occurs among the Liabilities in the 
B/S. of a Bank, and refers to unmatured discounted 
bills on hand, similar to the one mentioned in par. 161, 
This Rebate is the difference between the present or 
actual value of the bills (the amount for which they 
might be re-discounted) and their face value. Having 
debited the ” Bills Discounted A/c.” with the face value 
of the. bills, it is necessary for the banker to ascertain 
the actual value of those still current before preparing 
the B/S., othenvise the assets would be over-estimated; 
for a bill is Avorth its face value only -when it matures. 
At the closing of the books each half-year the whole 
of the discount on such unmatured bills has not been 
earned by the Bank; and the portion unearned must 
therefore be carried forward to the following half-year. 
For example, suppose that the Bank has discounted a 
3 mos. bill for £1000, dated 28th Nov., 1916, on that 
date, at 5%, the profit, or discount thereon of £12 10 - 
would be credited to the Discount A/c. As this bill 
would not mature until 2nd March, only £4 3 4, being 
one-third of the discount, would have been actually 
earned during the period ending 31st Dec.; conse- 
quently the balance of £8 6 8, which is earned from 
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1st Jan. to 2nd March, 1017, must be debited to the 
Discount A/c. for 1916, and brought forward on 31st 
December as a liability. This adjustment is recorded in 
the Journal thus : — 


1910. 

1917. 

Dec. 31, Discount A/c. Dr. £8 6 8 
Jan. 1, To Discount A/c £8 

6 8 

Dr. 

Discount A/c. 

Cr. 

^1916 £is|d 

Dec To Balance c/d 8 ] 6) fc 

1 „ Tram/tr to { j 

I P,&L,Atc . 4 1 3 4 

1916 1 

N'ov.29 |By B/R 

1 

i: s {d 
12 10 • 


£. 13 'lOi - 

1 

13 jOj 

» 


iMkl, j 

Ian I'By Discount b/d 

' 8 i 6j 8 


170. In practical work it is found necessary to keep 
two subsidiary books or Special Journals known as 
BILL BOOKS; one for recording B/R. and the other 
for B/P., although in some offices only one volume i' 
used, B/R. being entered at one end and B/P. at the 
other end of the same book. (See next page.) 

In working exercises containing transactions in bills 
you will find it convenient to arrange the B/R. Book 
underneath the Dr. side of the Cash Book, and the B/P. 
Book underneath the Cr. side of the C/B. 

171. THE BILLS RECEIVABLE JOURNAL or 
BOOK must contain at least, the date of the bftl, the 
name of the acceptor, the term, when due, ledger folio, 
and the amount. Another usual column is headed How 
disposed of, in which you would insert one of the follow- 

• Paid to Bank, 2 nd May; Paid to Joel Day, 5 th 
June; Discounted gth July, &c. As the persons from 
whom you receive bills are your debtors, each amount 
must.be posted to the Cr. side of its respective personal 
a/c. in the Ledger. 

Date; By B/R.; Fol.; Amount. 

As this book contains particulars of bills coming in, 
the total thereof must therefore be posted to the Dr. 
Side of the E/R. A/c. in the Ledger by entering the : — 
Date; To Sundries B/B.; Fol; Amount. 
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Bills Receivable Book. (Ex. 3G. p. 187.) 


Date. 

From whom 
received. 

Term 

or 

Tenor. 

When due. 

Led. 

Fol. 

Cr. 

Amount. 

1007. 






£ 

s. 

d. 

Got. 8 

Bruae Astot 

I mo. 

Nov. 

11 



- 

- 

.. 11 

Wolsey Terry 

10 days 

Oct, 



75 

6 

s 

n 17 

Brnoe Astor 

3 moa. 

Jan. 

20 


250 

IS 

6 

.. B6 

Bruca Aslor 

a mos. 

tt 

eg 


876 


- 




m. Ale.. 



£ 

i 

a 

3 


172. THE BILLS PAYABLE JOURNAL or 
BOOK must contain at least the date of acceptance, to 
whom given, the term, ledger folio, when due, and the 
amount. The persons to whom you give bills being 
your creditors, each amount must be posted to the Dr. 
side of its personal a/c. in the Ledger by entering the : 

Date; To BfP.; FoL; Amount. 

This book containing particulars of Bills going out 
must therefore have its total posted to the Cr. side of 
the B/P. A/c. in the Ledger, by entering the : — 

Date; By Sundries B/B.; FoL; Amount. 


Bills Payable Book. (E.x. 3G, p. 187.) 


Dale. 

To whom 
given. 

Term 

or 

Tenor. 

When due. 

Led. 

Fol. 

Dr. 

Amount. 

1907. 





£ 

s. 

d. 

Oct* 5 

Seth Riley 

ai days 

Oct. 29 



- 

- 

.. 17 

Seth Riley 

9 mos. 

Dec. 20 



- 

- 




B(P. Ate Cr. 

£ 

B 

- 

• 


173. When Interest is involved in transactions 
relating to Bills be careful to journalise the same. 


A Bill Book may be ruled so as to accomodate not 
only the detailed record of the bills, but also the 
aooount, as per the second example given on the next 
page of a Bills Reoelvable Ledger. 
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Exercise 39. 

A I’upil's affairs on the 1st August, 1907, stood as follows N.B. 

(Sec tof of next fase.\ 

Cash in hand X47 16, and at Bank X9S7 5 - 

Slock of Cloth G75 . . 

]. Salt’s Promissory Note due 15th August 148 - - 

Lewis Mart’s Bill due 23rd Aug 50 - - 

Balance due from Matthew Paul 72 - • 

„ to Merchant & Co 107 10 - 

Acceptance given to A. Brown 100 - - 

P/X. given to D. Janes, due 2Sth August ... 115 - - 

Capital 1657 10 - 

Aug. 1. Sold to Alfred Brand, Goods 125 - - 

„ 1. ,, Goods for cheque ; sent it to Bank (91) 56 - - 

„ 1. „ to Lewis Marl, Goods 95 - - 

„ 2. Bought of Merchant & Co., Goods 251 - . 

,, 4. I’aid Merchant & Co., cheque X105 - - 

The}' allowed discount 2 10 — 107 10 - 

,, 5. 1 honoured my acceptance to A. Brown, by 

forwarding cheque for (146) 100 - - 

„ 6. Sold to Matthew Paul, Goods 87 15 - 

,, 6. Received from Matthew Paul, Cash X71 2 - 

I allowed him discount - 18 - 72 - - 

„ 10. Received from A. Brand his acceptance at 1 

mo. for XlOO, and cash for X25 (140 & 171) 125 • - 

,, 14. Bought Goods and paid cheque for them ... 7310 - 

,, 15. Sold Goods for cash up to this date 158 5 . 

„ 15. Paid into Bank (90) 250 - - 

„ 15. J. Salt paid cash to meet his P/N. (146) ... 148 - - 

,, 16. Paid into Bank (90) 148 - - 

„ 18. Accepted Merchant’s draft at 3 mos. (146 

and 172) 200 - . 

„ 18. Lewis Mart paid to ray Bank A/c 80 - - 

,, 18. Sold to Alfred Brand, Goods 96 - - 

,, 18. ,, Matthew Paul, Goods 62 5 - 

,,23. Lewis Mart duly met his bill at the Bank (146) 50 - - 

,, 24. Received from M. Paul, cash X35, and his 

acceptance at 2 mos. for £75 (146 & 171) 110 - - 

„ 28. My Banker paid cash to D. Jones to lift my 

P/N. due to-day (142, 146) 115 - - 

„ 29, L. Mart is insolvent;! receive for his debt 
of £15 a composition of 12/6 in the £ (74 

and 95(r) 9 7 6 

,, 30. Sold Goods for Cash up to this date 17610 • 

,, 30. Bought Do. 9715 - 

„ 31. Paid into Bank (90) 140 - - 

,, 31. Trade Exs. paid by Cash, £7 15; by cheque 42 5 - 

Estimated value of Goods in Stock, £396. 

Answer ; — Trial Balance: totals £4972 10 -; balances £2769 17 -; 
Gross Profit, £152 10 Net Profit, £98 9 6; Bal. of Caf., 
£1755 19 6 ; Total of B/S., £2009 19 6. Cask Bal., £27 9 6 ; 
Bank Bal., £1275 10s. 



ournalisc the OpcninCT Entries of Ex. S<1 

thus : — 


ltt07. 

Ant,'. Cttsf. ZPr. Xt7 15 

/Sun/. ,, !)S7 ,7 

Clot!: .... ,, C7."i - 

/Sills RecnViSble ,i Itt'? - 

Motthe-o I’nul 7U - 

r o More rant l.-" Co, 

,, ISiUs Pa\ahU ■ . 

„ A. I'nftl’s Cafifal .Ale. 


10710 • 
‘JK, - - 
lC-,710 - 


X'Hl?0 - -XIOSO • • 


Supplementary Exercise 34a. 

On l$t Jan., 1907. D.avid Swanson’s stale of .iflairs was as 
follows ; Cash at Office X2H, ;it Hank X300, owing by William 
McLcotl X40, Janies Hendry X'lfrl, John Grascs i’70, Samuel 
Hall i.')0. Goods in stork sained at X300. He owed David 
l.vans XlGO, Edward Kcllm Xu2. 

1007. Transactions. ^ 

Jan. 2. Received from J. Hendry his acceptance at 1 month 

' for (140 & 171) IGfl 

„ 3. Sold to George Lee, Goods 

„ 5. Gave David Ks'ans my acceptance at one month for 

(14G & 172) SO 

„ 8. Purchased Goods from W.aller .Marshman 0^ 

,, I'd. S. ll.all gave me his P/N. at 1 month for (146 S: 171) 50 
„ 20. Gave W. Marshm.an P/N. at 1 month for (146 & 172) 67 

„ 23. Paid David Evans by Chccjiie 60 

„ 2o. Sold Goods on credit to Samuel Hall 200 

„ 27. Wm. McLeod handed me his acceptance at 2 months 40 

„ 30. Sent Edward Kcllctt acceptance at 2 months 52 

,, 31. Paid Trade E-xpenses for month in c.ash 25 

„ 31. Drew Cheque for Private Expenses (78) ^0 

Eeb. 1. Sold Goods to John Gr.aves ^6 

„ 5. Hank received amount of J. Hendry's .acceptance 

due to-day (146) 100 

,, 8. P.aid my acceptance due this day by cheque (146) 90 

„ 10. Purchased Goods from Edw'ard Hailey 00 

„ 13. Accepted Bailey’s draft at 3 months for (146 & 172) 00 

„ 15. Sold Goods to John Graves 00 

„ 16. S. Hall p.ays amount of P/N. due this day into my 

B.ank (146) 50 

„ 20. John Graves sends his bill at 2 months (146 & 171) 140 

„ 23. Honoured my P/N. due to-day by cheque (146) 67 

,, 24. Purchased Goods from Edward Kellelt 100 



Fcb.27. Drew (tom Uarik for Oflicc Cn-:b 30 

„ 2.^. I’ai<1 Trade Kxpcnscs frtun Ofiirc Cash 2.') 

,, 2'>. T)rf\v Cheque (iir J'rivau- Exjiense'; (7S) :Ht 

,, 2d. Allow Inierf^t on Capunl for 2 inotitlis at .7% (71). 

Oa.ui't in stfick .WOO. 

Answer:— 7’./q X2cyl 3 ■}; baUtt:<rs XI.HS 3 *1. Gross Profit 

X''3 ; AV/ t'iC IG fi ; Hal. of Cnf. X70.'!. '} ota! et HI.'!. X9G 7 
Hal. S:V‘. Hank Hal. tM;). 


Supplementary Exercise Stb. 

On Ut .MjirOi, 1!?07. Das-UI Sw.mvonV 'tate of affair's tva*! a' 
In'lowa : — Cash at OHirt' Xd, at lltink Xl‘t3, Stock of tliyids, X300 
Mrl.eod'H ncc ptanro due 30th March, X'lO, Craves’ Uill due 23rd 
April, Xl-lO ; owinR hy James Hendry XCl, Samuel Hall, X200, 
Cisirce t.ee X70. Owing to DiUid Kvans X20, Edward ICellett 
XlflO: ll/K. granted to Edward Kcffett. due 2nd .Ajiril, xri2. and 
Edward Hailey, due Kith M.iy, XDO. 


ino7. 7 raitsastions. i‘ 

Mar. 3. Drew 2 monthC Hill on J. Hendry, which he 

accepted for 1 1 Id W 171) tit 

,, 2. Sold Cioods to John ('•rave-. t >0 

n 3. I.ee accipted luy draft at 3 months for (DC 171) 70 

,, 6 . Itoiighl tiixids from Edward Hailey 1.‘0 

7. Accepted Kellett’s draft at 1 month for (140 fl; 172) 70 
,, !>. Di.scounted Hendry's Hilt at Hank for iG3 10. (ICl) G4 

„ 10. Sold John Craves Coods 70 

,, 10. John Craves sent me his I'/S. at 1 nionth( MGS: 171) lot) 

,, 15. nought Coods from Isaac Harrow 100 

,, 10. Edward Hailey drew on me a 2 months’ bill for ... 120 

,, 10. Sold Co-tds for Cash and paid into Hank VI) 

„ 20. Drew from Hank for Office Cash 3.7 

,, 30. Paid Salaries and Sundry Expenses for month ... 30 
,, 30. Mrl.eod honoured his bill due to-day by cheque 

(MG) 40 

April 2. .Met neeeptance due to Kellelt fo-day by cheque (MC) 

,, 0. Kelired my arceptance to E. Hailey by cheque, 

Uebate 10/- (IGS) 120 

., 10. Paid E. Kellett’s draft due to-day by cheque (MC) 

,, 12. Sold Goods to Gavin Hamilton GO 

„ 33. J. Graves met his P/N.; lodged proceeds in Bank 

(MG) 100 

17. Rctnrned Goods to Isa.ic Barrow not according to 

sample (113) G 

„ 19. Discounted George Lee’s acceptance ; cash received 

lodged in Hank, Discount charged 7/- (IGl) 70 

„ 19. Drew on Satniitil Hall at 2 months for (14G & 171) 1,50 
„ Ip. Goods sold to James Hendry 7 ,-, 
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£ 

Apr. 23. ]. Graves’ Bill due to-day received bj' cheque (146) 140 

o- _1 £ A_ m 


„ 25. Drew cheque for Private E.vpenses 40 

„ 27. Handed E. KeUett my P/N. at one month for 

balance 30 

„ 29. Drew from Bank for Office Cash 30 

„ 30. Sold Goods to Fred Mitchell for Cash 70 

„ 30. Paid Trade Expenses for month 25 

Stock ^250. 


Answer : — T.B. totals dE3156 17 ; balances £1418 10. Gross Projit, 
£151 ; Net Pro jit, £95 13 - ; Balance of Caf., £758 13 - ; T otal 
oj BIS., £1022 13 -. Cash Bal., £268; Bank Bal., £119 13s. 
1907. Exercise 35. £ s, d. 


Sept. 1. 


Sept. 1. 
.. 2 . 
2 . 


My books were opened with these balances : 
Cash in hand £75, in Bank £850, Goods 
£925, B/R. £132 15, B/P., due 15th Sept. 
£246, Aldred Boi'd owes me £67 10. Neal 
Dow, of Chicago, owes me £315. I owe 
Fritz Basile, of Paris, £100; and Dore & 


Co 154 - - 

Purchased Goods from Hj'. Claj’, Chicago... 204 5 6 

Sold Edward Frome, Goods 28 5 - 

Bought of Dore & Co. Goods 11210 ■ 

Sold Frank Graj', Goods 3715 - 

Pd. Dore & Co., Cash £50 ; My Prom. Note 
at 2 mos. for £100; allowed dis. £4 (140 

& 172) 154 - - 

Drew from Bank (90) 125 - • 

Bought Goods for Cash 13S - • 

Sold Aldred Boyd, Goods 4815 - 

Sold Neal Dow, Goods 5610 

Reed, from Aldred Boyd, £97 10s. Dis. 50/- 100 . • 
Reed, acceptance from N. Dow, due 20 Nov. 75 - • 

Sold Goods for Cash up to this date 205 - . 

Paid into Bank 250 - - 

B/P. due to-day, paid by cheque (146) 246 - - 

Sold Edward Frome, Goods 6416 • 

Forwarded H. Clay, draft at 60 days after 

sight upon Neal Dow, for (149) 204 5 6 

Sold Goods to Tom Fox for a P/N. @ 3 mos. 72 10 - 
Edward Frome pays £58 10s. Dis. 30/- ... 60 - - 

-A. Boyd becomes insolvent and pays a com- 
position of 12/- in the £ ; 1 receive (74, 95a) 9 15 - 

B/R. duly met in Cash (146) 132 15 - 

Bot. with Cash a bill on Paris and sent same 
to Fritz Bzisile in settlement of a/c. (157) 100 - • 

Sold Goods for Cash up to this date 184 5 - 

Paid into Bank 260 - - 


Paid Exps. this month by cheq. £25, by cash 7 10 


Value oj Goods unsold, £755. 

Answer : — Trial Balance i totals £534-4 2 -; balances £2775 11 


Gross Pro jit, £75 - G; Net ProjJ, £36 - 6; Bal. oj Cap.. 
£1901 5 6; Total oj BIS., £2113 15 6. Cash Baj, £•&! 5s, ; 


Bank £-964. 
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ExcrcUc 3G. (Sco pigc ISl). 

Albrrt nntl Ew rsipiVs r-^pital of x2000 cadi consist*! of CT>h 
XJOOOj Wool £1000, I’tofili to l>e divided cqua!l>. lit Oa., 1007. 
Ocl. 1. Paid into Panl. .. , ... . jCIOOO • • 


1 . 

3. 

4 


I'.aid Caih, C.arrnqe on Wo<)I (75) 
Bone, lit of Seth Kdev, W'ivd 


10 5 
715 10 
,557 12 


0 

10 , 

11 . 

11 . 

14 

15 

10 

10 

10 

17. 

17. 

21 . 

0.1 


21 


^ 1 
20 


20 

20 

20 

30 

31 


715 10 0 

557 12 0 
'•(.5 - - 

500 - 
75 0 fe 


07(5 

75 

12 


20 10 
25 10 
250 1 5 
75 12 
25015 


<05 


6 0 


*^nld to llnuc Aetur, Wool 
I’ll S Uiliv, bv Chef) . .C.tlO, .lei.cpti'd hii 
dr.ui .nt 2'f dajs, iUlO, l)i 15 10 G (ISG) 

15ml of B .Xnoi, Cadi i50,lil‘- .axipt.in o 
.at 1 mo X50O, Dis. XT 12 i> (IIG .‘1 171) 

Bmiqla o! Seth Uiliv, Ce'iai'cs (il) 
l)ii-<nn>t(d 11 .V'tor’i actcptaiut, i rcditod 
it07 18 4;l)i-. char^id X2 1 t- llGl) 

Sold Wol>-y lorry. Wwl 
llmipht .tl.iOO Cani! Shim <c i75, .and pti 
for thoiii 1)\ iheipii' t”!) 

Rteoiied of ten\ hi*- 10 da\s’ irciptmtc 
Bcceired ('aili for ilc r‘ W.c-to WihiI 
Pd rn Cvh, l.of.al Ch.arpi .. on I’uti liiio i>f 
Coltayos (/>(■?!/ LiUtrcfs i-' ( 'ft it Cusf') 

Su’d W.ifil to Wol'-tx Id'-v 
Do Unti-i' \<tor 

Do. (or C.iih 

15 ,\itor liccrptcd our dr.aft it 3 mo' d 1051 1 1) 

Uciniitod S 15il<\ b'. ( lu'i iUi 5 , .Hid our 
Acccptanic 2 mcis ilOO (Ito .1. 171) 

P.aid W nfjei in Cadi 

Pucoiinted B. Vitoi’'. \i > iptamc. p<l pri> 
cridi into Tl.atil X2I5, Dii diarctd 
i5 15 G , , 

W'cilsex 'Irrrv'i unjnati '• di'hon d (lOG) 

Paid Notarial ( harsi' 

Sold (or c.a-h i. iOO < an d 'a'l itt' (< ' "O (("J) 

Sold four (Vttacra to 15 I'-tor (*'l) 

Bruce \!.tor pitd into mj Banl inp •''' 

And .a . rpted dr dt at 1 moi f>''(1 1G51»I) 

1 erry hr', become in'.ohcnt , «e rcul a ( oui 
Jiomtioii of 15/ in the £. pd to Bniik (< 1) 

Our nccipt.anri did} hon'rd .at B.ank (H-l 
Herd C.adi for Btiit £20 i (Ml 

iJo f .iii.il Dnidtiid 15 
Dr.ann from Ban! on Pri'.ato a/c (<8) 

\ Pupil .ind 1. I’upd, i ah £<2 10 
Ctedit oirb iiarlncr Int on ( ap . £•» 13 1 
I'flh/e P) CJinO Cai rl S/ ir<-< (a £77. ’ 

Boo; xaqto CofA /lit! f')l<0 IG-- . A'" £' h’ ' 

Anstver :— / n„l Balincf lotah il 102J 18 - , halarces £3^ 1 1 S 
Gross ProiU or H oot, t81 12 C. on Canal Shares. XJ3, on 
Cotlaees, XII 0 G S’rt Pro fit, X135 1 S Balance e/ each 
Gaptal A jc , X20C3 14 2 fotal of JS/S X‘1!W7 8 4 


250 15 
75 G 
. .5 
320 
430 - 
125 - 
375 

75 15 
400 - 


ita 

17 


0 8 
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CONSIGNMENTS. 


174. CONSIGNMENTS sent out. To send goods 
“ on consignment ” differs from sending them in fulfil- 
ment of “ an order,” in that there is generally no order 
at all. A ‘‘ consignment ” is a transaction where 
goods are sent to another town, but more frequently to 
a foreign country, to an agent known as a factor, who, 
foi a commission, on the amount realised, sells such a 
“ consignment ” at the best price obtainable. When 
you (the consignor) ‘‘ consign ” goods you merely 
transfer them from your own warehouse to that of the 
factor (the consignee) for sale, in the hope of making a 
profit. Such an outward consignment is sometimes 
called an AdYCnture, because it is something risked. 

A special subsidiary book, known as the Consignment 
Book Outwards, should be kept for recording such 
transactions, on a plan similar to the Sales Book. After 
entering full particulars of the “consignment ” therein, 
you would copy from it the invoice to be sent to the 
factor, the consignee, who, although he is not the pur- 
chaser, must be supplied with a pro forma Imroloe (for 
form’s sake), so that he may have information as to the 
value of, and charges upon, the goods. 

Transaction “ Nov. 17. Sent to Robert Keld, Newcastle, to be 
sold on our a/c. 84 chests Congou, 7200 at 2/- Ib. -£720.” 

Not having sold the tea to Keld you cannot charge his 
personal a/c. with the amount. He merely holds and 
warehouses the goods on your behalf, and therefore 
does not owe you for their value. You must open and 
debit a special goods a/o. entitled Consignment of Tea 
to R. Keld, Newcastle. This a/c. must be dealt with 
like a separate Goods A/c. You will debit it with the 
cost of the goods, also all charges and expenses incurred 
in respect thereof, which increase the cost of the con- 
signment, such as carriage, cartage, freight, storage, 
insurance, duty, commission, &:c. ; and credit it with all 



receipt!, fiom Keld in respect of sales effected by him, 
also for any portion of the goods returned by him. 
The entry for the above transaction would, in practical 
7vo)k, be made in the Consignment Book’ and duly 
po.stcd from there. In theory it would be journalised 
thus 

Consignment of Tea to R. Keld Dr. £720. 

To Tea A jc £720. 

The transaction : — 

*' Nov. 19. Paid in C.ish carriage on Tea 
consigned to Newcastle i.10 19 4.” 

would either be entered in the C.B. or journalised : — 
Consignment of Tea to R. Keld (Carr.) Dr. £10 13 4 
To Cash £10 13 4 

It is a common practice for the consignee to advance 
to the consignor on security of the consignment, by 
means of a B/E., a sum of money, not eKcecding three- 
fourths the value of the goods ; for instance : — 

“Nov. 22. Received from Robert Kdd, bill at one 
month, as an advance on Consignment of Tea £300 ” 

As Keld, the consignee, may never sell this Tea, this 
amount, although advanced by him to you as against 
the goods must not be credited to the Consignment 
A/c., but to Keld’s personal a/c. In case the tea 
should be returned to you, then Keld would be your 
creditor for £300. This B/R. from Keld you would 
either enter in the Bills Receivable Book, or journalise 
thus ; — 

B/R. Dr. £300. To Robert Keld £300. 

If, however, the above amount had represented a sale 
by Keld of £300 worth of the Tea consigned, and he 
had remitted a bill for the amount, then you would have 
entered the B/R. in the Bill Book, and journalised 
thus : — 

Robert Keld Dr. To Consignment of Tea £300. 

17S. ACCOUNT SALES (A/S.) On sale of the 
lea, R. Keld would render to you particular-s theieof 
known as “ .<Vccount Sales,” w'hich is a detailed state- 
ment of goods sold on Commission, sent by a consignee 
to the consignor of goods. It resembles an Invoice in 
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sliowing- the weight of the goods sold; the prices 
realised, and the net result after deducting the freight, 
commission, and all other expenses attending, the sale. 
An A/S. is also delivered to a merchant by his broker, 
when the latter has sold goods at a public auction bn 
the merchant’s a/c. In this case the weight of each 
lot sold, the prices obtained, and the net proceeds of the 
sale would be shown, after deducting the cost of adver-V 
tising, the sale expenses, and the broker’s commission. 

176. An Account Sales Book of some description 
should be kept for recording the sales of goods sent 
“ on consignment.” It may either be a separate book,, 
or the Consif^mnciils Book Outwards could be used; the 
left-hand page being used for details of the goods sent, ; 
and the right-hand page reserved for details of the 
result — the Account Sales. Or an Account Sales Guard 
Book might be employed, similar to the Bought Guard 
Book explained on page 87. 


Account Sales of Si Chests Congou sold on a/c. of 
Messrs. PiipJJ Bros,, HaddersfieW. 


£ s.idj 


42 { Conj^ou 3600 lbs. net 2/3 ■ 

42 I Do, 3600 „ 2/4 |i ] 

' / i - 


I Charges | 

} Insurance j 

Cartage 

Storage 

Commission @ S% , . 

Nft Proceeds ,, . 
Remitted Bill o» a/c. . 


i! 8 - - 

i: 2 15' - 
I! 9 lOi - 
li 21 15i - 15 


E. & O. B. 

NeiccastU, 25th November, 1007. 

ROBERT KELD. 


]‘ll 

177. The receipt l)y yon of the above A/S, is a 
“ transaction,” and would be described thus : — 

*' Knv. 2C. Rccohed from Kcici. Ivewr.rstlc, A/S. show- 
ing dint Tea !i:ul re.ale-itl net X'SO ” 

Having sold your Tc.n, Kcld is now indebted to you 
for tile net amount realised, thcrcfoie debit his personal 
a/c., and journalise sis follows: — 

Robert Keld Dr. £780. 

To Consigiiiticnt of Tea to Kcld £780. 

If Keld had not made a remittance to you on a/c. 
before the sale of the Tea, and when forwarding his 
A/S. had enclosed a cheque or sight draft in payment of 
the whole of the net proceeds, a personal a/c. with Keld 
would not ha\e been absolutely necessary, in which case 
the transactions' would have been stated thus ; — 

“Rfscbed from It Kcld, Xewc.istle, A/S showing that Tea 

h.nd reah-.(d net JlTsO, and enclosing his cheque for the amt.” 

and would either have been entered in the Cash Hook — 

“ To Coi’si£>in<ei;l o/ 7 eo to K Keld, i7S0,” or journalised — 

Cosh Dr, i(S0. To Const foment of Tea to A’ Keld, J.7S0.” 

178. When freight, carri.nge, insurance, &c., are due 
but not actually paid, open a Suspense A/c. for these 
outstanding expenses, and credit it with the total of 
the various chaigcs. In closing outward Consignment 
A/cs., when the whole of the goods consigned have been 
.sold anti A/S. rendered to you, the difference is either a 
profit or a loss, and must consequently be transferred to 
tin* P. & L. .A/c. Should the whole or any part of the 
consignment remain unsold, the value of such stock 
should be credited to the a/c., which is balanced in the 
same way as a goods a/c., the difference being carried 
to the P. 8: L. A/c. and the balance of stock brought 
down. 


Dr. Consignment ot- Tea to R. Krin. (nv. 37). Cr. 


1007 


i f 

|s 


11107 ! 

i 

P 

s 

d 

Nov. 17 , 

ToTu 




Nov an j 

1 By AooouQt Sales.. 




„ 10 , 

„ Carriage 

[ 1018 

4 

1 

I 




O 80 

„ Profil to 

1, 




1 





P.&L.Afc 

! 


fi 


1 

1 





£ 

|i 7W) 


■ * 


t £1 

760 

1. 
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Dr. Hobert Keld. (E\. 37). Ct. 


1007. 
Nov. 26 

To Coasignment oi 
Tea 

£ 

TSO 

1907. 1 

Nov. 22 1 By B/R. 

„ 30 1 «i BalancM ... 

...c/d 

£ 

SOQ 

4S3 


£ 

7S0 

1 


7SQ 

Dec. 1 

Tc Balance^., b/d 

i 480 






Dr. ConEignment to (H. Pooie) Smyrna. Cr. 


1S90 1 

' j£ 5 Id 

To Balance b/f 6S0 - 1 - 

' ,, Angles 610 * , 

1 Frfe.ght Cbgs. . 66 2' 6 

1 .. NET PROFIT 13-2 £ 

IBdO 
Jan. 15 
* 28 
r. 31 


i £ |si 

' 750 6 

.. 6 1 

ih 1 

Draft 

„ Bai. {Stack) cjd 

, 420 -i 

;333j4j 


1 

1 To Balance b/d! 33S 4l 6 


£ 

jlMS'llI 

Feb 1 
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179. CONSIGNMENTS received. An inward con- 
signment is the transference of goods to you, the 
consignee, by the consignor, for sale on commission. 

Tr-uisaction : — " Nov 4. Received consignment from H 
Vint, java, of 40 tierces of coHee, invoiced at XCOO.” 

There are two methods of dealing with Consignments 
Inwards; the theoretical and the practical. Theoretically 
no entry is needed in your Ledger on the receipt of a 
consignment of goods such as the above. You have not 
ordered and are therefore not liable for the value of the 
goods until sold. Although no a/c. is required to be 
opened in the Ledger, you must, however, record the 
receipt by you of the consignment in the Consignment 
Book inwards ; the particulars being obtained from the 
pro forma invoice supplied by the consignor. 

Transaction : — “ Nov. C. Paid in cash Freight on 
Consignment from H. Vint £30 G 8.” 

Now that you have made a payment in respect of 
Tint’s consignment you must open a personal a/c. with 
him, and debit him with all payments made by you in 
respect of the consignment of coffee, and credit him 
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with the nnvmnt tcah'-ed on ••nlc*.. Kiihcr enter isi the 
C/ll., '■ i>y iiu^h J'iiil, {Frtii^hl) " nr jounicilisc : — 

Utii:h Via! — ..Dr. Tc Cii.di £.10 fi 

'I r.^ns.viiot) : — '* Nnv. {l. [Umsnfh a llill ci:i n'r. (if eoiiMyn 
iinnl <.i ('(.{!<<' tor i'lOO'* xv.-.ulfl (I’tlicr be (.ntcrid in slii' 
t!/!', or journ.iliM'it “ TiV.' /ir. T<- Bfl’, i.JQ0." 

Tran’-'ictien : “ Nov. 12. Keen, Cotii'O from Vint, XHI 11." 

Tri'r.'.'i'tii'.n, ; " Nnv. tS. fob! ICecn, ColCce from Vint, illFO." 

!n lioth c.T^es journ.ili^c, ilrhiliiiji Keen nnti cridiliiit; 
Vint. 

Trans, iction : N'tn. 15. I’laied to our ov.n ,o/c. 11. Yiiu’s 

Coflfo, jfJlO." 

Enter either in Pnrcli.i‘'es Hook or journnlise ; — 
Coffee .l/t. Dr. To Hupji riiil. 

Trnns.nriitin : '* Nov. 25 Fnrv.'.-iriie,! A/S. o.t Coltce to tl. 
Viiit. Coniise.sMon (hurpctl X2G 15 b ” 

'riii<i toniniibsion i.s joiir profit for efTccting the snio't. 
therefore jonro.ilise, (/r/iitini,' H. \'in! ami crcrh/ui.e 
Comml.'iSton A/O. '1 he diftcrenceoi the hitter A/c. mnst 
Le ctirriecl to the P. L. .\/c. when closing- the hooks 

From the ahove tr.tns.utions joit uil! see that an 
inv.’tird consignment is (UmIi with e\;icllv like a personal 
a/c. land liic differenee represents eitlier a h.tlanco chie 
to \oii or by you. 


Dr. 


Hugh Vint (1 t. ;t7). 


Cr. 


1^7 ! 

1 >; i ( ,! 1 

J9Q7 

0^ . 0 1 

1 To Ftfifiht 

' r. - 

No\ li 

. i 

i B/I' 

400 

.. u 

So! 

• ^ 

i „ ConimH’ion i t- 

1 „ /Mi/.i'if/ cM 1 T- H 

xi ro-'rU 

.. 

1 

Ooc, t 1 ] 


If i»,M 

ll)Jo. KVin H'.tt< . 

, Kcruv.s W -1 • 

. Cofr.'t'A.c 210 . . 

_lL 

f ' .-.r.'nj - 
Il> niUnci* . ...,b'<t T-t' .s* s 


The practical method of dc-iling with a Consign- 
ment Inwards is to open a Personal Consignment A/c. 
anti (lehit it with llte invoice value of the goods; at the 
.same time crcdititig another personal A/C. of the con- 
signor. This latter personal a/c. siiould be debited 
with any e.xpruscs inenired in connection with the oon- 
signmenl, ns well as with any remittance to llie con- 
signor, 

0 
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On the sale of the poods the purdtaser would be 
debited and tlu* personal atrcoiint, “ Consipnnient from 
11. Vint," eiedited. 'rbe jHT.sonal Consipnment A/e. 
is closed by carrying the difJi-rcucr lliercof, reprcsehlinp 
the pross profit or pross loss, to the other pCfSOttal C/C. 
of the eonsipnor, as shown below. 


Dr. Consignment from H. Vint (T.x. 37). Cr. , 


uwi “• ' -'ri'-.i'ir 

Nov. 4 i^To Invoker Ya;nt.' 

; <t! Cnfirtc w TOO • r • 




linin’ 


ttev. >2 

nyYi.iV/ 

. Kf-rri... 

.. M 

S4V. 

. 

.. 


... 


„ TfiUii. 

rr tn 11, 


i 

i'J'i AU. 




t 

nn: *1- 
210; •• 

cf i-. 

c^Nl- 


Dr. 


1W7 

G 

.. 0 
W 

M 

„ 30 


Hugh Vint (Kx. 37). 


Cr, 


1 1 X Um. 

1 To rrrlRbt... ‘ aO; G 6 

n/f < • 

„ ComniUslca ... . H 

„ 'Vr»n«.frf ftom i \ 

Comlt 7 nmentA/c. . Cli 0 . 

„ iiiilAtiCt c/d 1 8 

!' ^ 

iror J; x :t. 

Nov. 4 jjy Contlgnmcntoti i 
CoBre !|C00.. 

£ cm ^ - 

•i l 

x|i C 09 ! * 

D.'C. 1 By Ualance „...,b/d 't /IS 


180. DUTIES. As a means of revenue for the 
country two kinds of tas.es are imposed on merchandise 
and manufactures. (1) Duties on certain pood.s pro- 
duced and consumed at home, called Excise, and (2) 
Duties impo.scd on pood.s on their iniftortation into or 
exportation out of a country, called Ctistoms. Such 
duties are imposed on the basis of a schedule or list 
Issued by the Government, called a Tariff, and collected 
by Customs and Excise ofiicers, at the time the poods 
are delivered for use in this country. 

If you purchase Whiskey produced at a cost of about 
£5, you would be required to pay in duly about iilay 
bringinp the cost of the Whiskey up to £20. Therefore 
as all amounts paid for duty on Goods increase their 
cost, .such amounts must cither be debited against the 
goods a/c. in respect of which they are paid, or a "Duty 
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A/c.” must be opened, the total of which, on balanc- 
ing, would require transferring to the Goods or Trading 
A/c. affected. 

Esordso 37. 

Albert and Leo Pupil, trading in partnership under the style 
of Pupil Bros., as Tea and Coffee Merchants, find their Assets 
and Liabilities on the 1st November, 1907, to be as follows : — 


Assets : — Cash, ilS-tfi 2s. 4d. ; Tea, £IGS0-, Coffee, £900; Jas. 
Keen, £101 Is.; B/R. on Alfred Carr for £G00, and on S. Hunt 
for £500. Liabilities : — Alfred Carr, £107 3s. 4d. ; B/P. due to 
\V. Mack, 5th Nov., for £800, and one due to ]. Routh, 30th 
Nov., for £720. Capital belongs partners in equal shares. 

(Separate A/cs. must be kept of Tea and Coffee.) 

Nov. 1. Deposited Cash in Bank £1G00 - . 

„ 1. Made advance for Petty Cash (7G) 20 - . 

„ 2. Received Cheque from James Keen 101 1 - 

„ 2. Remitted Alfred Carr, Cheque 100 - - 

„ 3. Sold to James Keen, Tea, £560 ; Coffee, £480 1040 - - 

„ 3. Paid for Stationery out of Petty Cash ... 6 5 - 

,, 4. Reed. Consignment from Hugh Vint, Java, 

of 40 tierces of Coffee, invoiced at (179) ... 600 . - 

„ 5. B/P. honoured at Bank (142) 800 - - 

„ 6. Bought of A. Carr, Tea, £600 ; Coffee, £320 920 - - 

,, 6. Paid in Cash, Duty on Tea (180) Debit Tea 

Ajc 2013 4 

Pd. Cash Freight on Consign. fromVint(179) 30 6 8 

,, 7. A. Pupil and L. Pupil each drew a cheque 

for their private expeness £50 - - 100 . - 

,, 8. Sold A. Carr and took his acceptance at 16 

days for the amt. (146). ..Coffee £550. ..Tea 
£160 710 - . 


„ 9. Reed, from J. Keen in settlement of his a/c. 

a B/E. due 15th Nov., £800, Cash £240... 1040 - - 

„ 9. Remitted Hugh Vint a Bill at one month on 

a/c. of Consignment of Coffee for (179) ... 400 - - 

,, 9. A. Carr’s Bill due to-day, dishonoured (16G) 600 - - 

,, 11. B/R. honoured at Bank (145) 500 - - 

,, 11. Alf. Carr discharged his dishonoured accept. 

ance, and Int. £1 13 in cash [N .B.a.). . 601 13 • 

„ 12. Sold James Keen, Coffee from H. Vint (179) 14511 

,, 12. Remitted cheque for carriage on Tea (75) ... 30 11 . 

„ 12. Bought of Alfred Carr, Tea 580 - - 

„ 13. Accepted Carr’s draft at 1 mo. on a/c. £920 

including 1 mo.’s int. £3 16 8 {U.B.b.) ... 92316 8 

,, 13. Paid lYages in Cash (Trade Exs. a/c.) 34 5 - 

„ 14. Sold James Keen, Coffee £^0 - - 

(179) ,, ,, from Vint £180 - - — 500 - . 

„ 14. Drew on J. Keen at 2 mos. including £4 3 4 

for interest (/V.S.c.) 504 3 4 
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Kov.15. Paid A. Carr, cheq. £577 15 Dis. £2 6 £5S0 - - 

,,15. J. Keen’s Bill due to-day dishonoured (166)... 800 - - 

Paid Noting Charges out of Petty Cash 11- 

,, 15. Placed to our own a/c. Vint’s Coffee (179)... 210 - - 
„ 16. Retired Bill due 30th Nov. by cheq. £717 5 - 

(168) And was allowed rebate ... 2 15 — 720 - - 


„ 17. Sent Robert Keld, Newcastle, to be sold on our 

a/c. 84 chests Congou, 7200 @ 2/. (174)... 720 - - 
,, 16. J. Keen forwards his acceptance at 7 days with 

noting e.\p. and £10 for int. (N.B.d.) 811 1 - 

,, 19. Sold James Keen Coffee for Cheque £80 - - 

-■Ind on credit 121 1 — ^201 1 - 

„ 19. Pd. in cash Carr, on Tea consign’d to Newcastle 1013 4 
„ 20. Bot. of A. Carr, Tea for Cheque... £60 - - 

B/P. at 3 months. £200, on Credit 400 - - 660 - - 
,, 21. Discounted at Bank J. Keen’s Bill : Proceeds 

(161) paid to Bank £500, Dis. thereon £4 3 4 504 3 4 
„ 22. Reed, from R. Keld, Bill at 1 month as an 

advance against Consignment of Tea (174) 300 • - 
,, 23. Discounted Alfred Carr’s Bill at Bank. Net 


proceeds £707 1. Dis. £2 19 (161) 710 - - 

,, 25. Forwarded A/S. of Coffee to Hugh Vint. 

Commission charged (179) 26 15 6 

„ 26. Reed, from R. Keld, Newcastle, A/S. showing 

that Tea had realised net (177) 780 - - 

., 27. Alfred Carr’s Bill previously discounted at 

Bank returned dishonoured (166) 710 - - 

., 28. Keen met his acceptance for £811 1 - due to- 
day with a 2 mos.bill including int. for(167) 833 7 8 

,, 29. Paid Cash for Rent 5210 - 

., 29. Credit each partner with Int. on Cap. £17 ... 34 - - 

,,29. Debit partners Int. on withdrawals 8/4 ea. (78) - 16 8 

.. 30. Value oj Stock. Tea £2200 ; Coffee £290. 


N.B. — (a) Total in C.B. ; pass interest through the Journal. 

(5) Total in B/P. Book ; pass Interest through the Journal, 
(c) Total in B/R, Book; pass Interest through the Journal. 
(£?) Total in B/R. Book ; pass Interest through the Journal. 

Answer: — Trial Balance : totals £28115 2 - ; balances £5906 - 8. 
Gross Profit on Tea, £63 15s. 8d., on Coffee, £411 Is. on 
Consignment £49 6s. 8d. ; blet Profit £403 193. Sd. ; Bal. oj each 
Caf. A]c. £2198 11s. Od. Total oi B/S. £5999 Bs. 4d. Cash 
Balance £1100 83.; Bank Balance £211 lOs. 

ISl. A_ JOINT ADVENTURE A/c. is the record of 
a speculation entered into by two or more persons, in 
order to divide the result of the adventure. A Joint 
Speculation a/c. must be treated like an Outward Con- 
signment a/c. until it is necessary to close it; that is, 
debit all payments and credit all receipts in respect of 
the goods speculated upon. 
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Transaction ; — “ Dec. 7. Bought of Peter Shaw, Tea, on Joint 
A/c. with Thos. Watts, £370 14s. 6d.” Journalise: — 

Joint A/c. isiHh Thos. Watts, Dr. £370 14 6. 

To Peter Shaiv £370 14 6. 

Transaction : — “ Dec. 9. Received from T. Watts, Cash for 

his half thereof ...£185 7 3.” Enter either in C.B. or 

journalise : — Bank Dr. To Thomas Waits £1S5 7 3. 

Transaction : — " Dec. 20, Sold to John Hale the Tea purchased 
on Joint A/c. with T. Watts £435.” Journalise : — 

}. Hale Dr. £133 

To Joint A jc. suith T. JVatis £435. 

Transaction : — “ Dec. 20. Commission charged on sale thereof 
£G 10 6,” Journalise : — 

Joint A/c. with T. TFntf.t Dr. £6 10 G. 

To Commission .A/c £6 10 6. 

The Joint A/o. being a Goods A/c. is balanced by 

transferring one half of the difference to the personal 

a/c. of Thos. Watts, and the other half to your own 

P/L. A/c. 


Dr. Joint Account with Thomas Watts, (Ex. 38.) Cr. 



182, SUSPENSE A/o. (sometimes called a Contin- 
gent A/c.). This is an a/c. wherein various items are 
recorded, which, owing to death, oversight, postal 
irregularities, or want of detail or information at the 
time of entry, cannot be placed to their proper a/cs. in 
the Ledger. It is also used for adjustment and appor- 
tionments, such as recording the proportions of Wages, 
Insurance Premiums, Rates, Taxes, Gas, Electricity, 
Water, Trade Expenses, &c., unpaid or prepaid, which 
are chargeable or allowable in respect of the period for 
which you are preparing a P/L. A/c. For instance, 
suppose you are closing your books on the 31st Decem- 
ber, and the last payment of W'ages was only to the 
28th, it is clear that if your Wages a/c. is to be correct 
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you must debit it with the amount earned in respect of 
those 3 intervening" days, and credit what? — certainly 
not cash, for those wages arc not paid, but a Suspense 
A/c. The transaction ; — 

" Dec, 30. Rent, Rates, and Ta-xes due i28 4 

must be journalised : — 

Rent, Rates & Taxes Ajc. Dr. £28 4 - 

To Suspense Ajc £28 4 - 

On the other hand, insurance, rates or taxes, &c., may 
have been paid in advance, in which case the proper 
proportion of these items should be debited against the 
Suspense A/c. and the T/E. or other A/cs. credited. 
Whenever the sums credited to the Suspense A/c. are 
paid they must be debited to the Suspense A/c. and 
credited to Bank or Cash, c.g., " Paid Rent due last 
month," must be entered on the Cr. side of the Cash 
Book, thus ; — "Dec. 5. By Suspense A/c. {Rent) £25.” 
And on the contrary, when the period in respect of which 
an item was debited to the Suspense A/c. has expired, 
the amount must be debited to the T/E. or other a/c., 
and credited to Suspense A/c. In apportioning Trade 
Exs., &c., for a given period, a Suspense A/c. is not 
absolutely necessary. For instance, referring to the 
three days’ Wages unpaid on the 31st Dec., they could 
be debited to the Wages A/c. for 1915, and credited to 
the Wages A/c. for 1916, through the medium of the 
Journal thus : — 

1915. Dec. 5/. Wages A jc. Dr. £300 

1916, Jan. t. To If'ages Ajc. £300. 

.Should this method be adopted it will be seen that a 
Nominal A/c. may show cither an asset or a liability. 


Dr. Wages A/c. Cr, 


1916 
Dec 21 


£ 

80000 

1915 
Dec. 31 

By Trantfcr to 

P.&L.AIc. 

£ 

1. 29 


600 

30900 

1 , 31 

,, Wages owtng c|d’. 

300 




80900 

1916 
Jan. 1 

£ 



1 
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Dr. Fire Insurance A/c. Cr. 


1917 
Mar. 25 
June 21 
Sep. 29 
Dec. 27 


2m 

s 

d 

1017 
Dec 31 

By dinount prepaid 

£ 

s 

d. 

,, Do. .. 

■6! 

. 


246 

5 



1 16S 




,, Transfer to 

P.& L.Afc.... 



.. Do 

mm 




371 

16 








1918 
Jan. 1 


£ 

618 

- 



£ 

G16 


- 

To amount prepaid 

1 2^6' 6j. 





183. RESERYE for DOUBTFUL DEBTS, some- 
times termed BAD DEBTS RESERYE. In closing 
your books and preparing the Balance Sheet it is 
essential that you should make ample provision for all 
possible liabilities, otherwise your assets may appear 
greater than they actually are. It is unlikely that all 
your debtors are financially sound, and in view of 
possible defaulters, you should examine each personal 
a/c. in your Ledger, and in a memorandum book make 
a list of such as are in the least doubtful. You will then 
be able to form an estimate of the amount unlikely to be 
recovered. An allowance in respect thereof should be 
charged against the current profits by being debited to 
the P. & L. A/c., and credited to the Rc.<;crva for Bad 
Debts A/c. It is a common practice to “ write off ” at 
each balancing a given percentage, say 5% on the total 
of the book debts. If there be a Cr. balance on the 
Reserve for Bad Debts A/c. at the end of the previous 
year, this amount may be deducted from the new per- 
centage allowance. 

No further entry must be made in this a/c. until the 
next balancing. All bad debts occurring between one 
balancing and another must be placed, as usual, to the 
“ Bad Debts A/c.” as directed by par. 74, When 
closing the books the total of the ” Bad Debts A/c.” 
must be transferred to the Dr. side of the “ Reserve for 
Bad Debts A/c.,” and the Cr. balance of the latter a/c. 
carried down. If the total of the ” Bad Debts A/c.” 
should exceed the amount of the Reserve, the dijfereiice 
must be debited (by Journal entry) to the P. & L. A/c., 
and credited to the “ Rcscr\’e for B/D. A/c.,” in which 
case, the latter would, of course, balance. After thus 
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closing the “ Bad Debts A/c.” and adjusting the 
“ Reserve for B/D. A/c.” the percentage allowance for 
the following period must be ascertained, such amount 
being debited to the P. & L. A/c., and credited to the 
“ Reserve for B/D. .A/c.” If the total of the Bad Debts 
does not e.\haust the Reserve, and no further provision 
is required, there is nothing to charge to the P. & L. 
.A/c. By way of illustration the following transactions 
are recorded below : — 

1917. Jan 1 Balanceof Rcser\eo(5% for BaJ Debts on 

£5000 b/f . . .... £250 

June 30 Total o{ Bad Debts \/c. on dosing boobsillSO 
(Journalise "R. lorBjD Aje," Dr.io BjD AJc. £.VifS) 

June 30. Reser\e 5% for Bad Debts on ...£4500 
after allowing £100, being credit bal of Reserve 

for B/D A/c £125 

(Journalise PJL Ajc. Dr To R. for BjD. A/c.. .£125) 

Dec. 31. Total of Bad Debts A/c on dosing boobs £2S5 
(Journalise R. for BjD Ajc Dr to BJD. AJc. £285) 
(Journalise PjL Ajc Dr to R for BJD. Ajc. £60) 

Dec 31 Reserve 5% for Bad Debts on £5500 £275 


Dr. Reserve for Bad Debts A/c. Or. 


1917 



1317 



1 ^ 

JnneSO 

1 To Bad Debts A/c I 

ISO 

Jan 1 

By Balance . .. . 

.. b/f 

250 


„ Balanu c/d| 


June 30 

„ P. fic L A/c 

125 


i 

£375 




£375 _ 

Dec 31 

To Bad Debts A/c 

: 235 

lilies} 

Balance.. .. 

b/d 

223 

tf H 

„ Balance c/d 

275 

P &.L A/c 

60 


i 

.. 81 

„ P & L A(c 


276 




1 






j £500 i 

19iy 







Jan 1 

By Balance . .. 

.b/d 

£275 

t 


The record in the Profit & Loss A/o. would be t — 

Dec. 31. 7o Bad Debts written o'ff £285 

Add Reserve Jor Bad Debts 

on £5500 ® 5% 275— £560 

hess Cr. Balance of Reserve bjt 225 — ^£335 
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When preparing the Balance Sheet, the amount 
standing to the credit of the “ Reserve for Bad Debts 
A/c. ” should not be entered on the Liabilities side of 
tlie sheet, as other credit balances are, but should be 
deducted from the total amount of book debts or debtors 
entered on the Assets side, thus reducing the amount 
of that asset to its true value, as follows : — 


Sundry Debtors on Ofen Afcs £5500 

Less Bad Debts Reserve 275 — £5225 


In Exercise 38 enter in the Balance Sheet as follows : 

Sundry Debtors, viz. : — 

Rujus Kemf £525 6 8 

fohn Hale 435 - - 960 6 8 


Less Bod Debts Reserve... 20 - • 940 G 8 


Leo Pupil’s Capital Ajc.... 4 lH 

185. RESERYES for DISCOUNT. It is customary 
in most trading concerns to allow cash discounts in 
respect of payments made within a stated period. It 
would therefore be incorrect to place the full amount of 
the hook debts as an asset in the B/S., seeing that most 
of the debtors will claim discount on their respective 
payments. It is accordingly advisable to charge against 
the current profits a given percentage — say 5% — on the 
total amount of the book debts, after deducting the 
Reserve for Bad Debts. For instance, suppose the 
debtors’ balances to be £6000, upon which £300 has 
been reserved for Bad Debts, the allowance for Di.scount 
would be reckoned on the reduced amount of £5700. 
No further entry must be made in the Reserve for 
Discount A/c. until the next balancing, when the total 
of the actual Discount A/c. would be transferred and 
debited to it, in a similar manner to the total of the Bad 
Debts A/c., referred to in the last paragraph. 
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ftesefvc for DiBcount on Debtors' A/c. 


Cr. 


t)r. 


\\ 

£ 

1017 

By Bahncr b/f being 
5% on Book 
Debts, £5700 ... 

£ 

To Discount allowedjj 
for half-year «sH 
perC.B 11 

240 

Jan. 1 

2S5 

„ Balanu c/rfi' 

868 

juneSO 

„ P. & L. Me. S% 


I. 

603 

on Book Debts. 
£7850 (afit-r de- 
ducting resets c) 

£ 

823 

603 

i 1 




To Discount allotted | 


July 1 

By Balance 

368 

for haU->car as ‘ 


St 

.. P.ecL.Mc 

33 

pcrC.B Ij 

400 

31 

,, P.& L. A/c.6%on 


„ lialanct c/dj| 

375 


BookDebts^75CO 

375 

^i! 

775 


£ 

775 

l! 


Jan 1 


375 


The record in the Profit & Loss A/o. in each case 
would be as follows : — 

junt 20. To Discount ollosted on SoJes.,, .£240 

Add Reserve for Discount on 

Debtors £7360 @ 5% 368— £60S 

Less Cr. Balance oj Reserve bjj. 285 — £323 

Dec. 31. To Discount allowed on £a/irr £400 
Add Reserve for Discount on 

Debtors £7500 @ 5% 375 — £775 

Less Cr. Balance oj Reserve bjl. 368 — £407 

The record in the Balance Sheet on 30th June would 
be : — 

Sundry Debtors on Open A/cs £7748 

Less Bad Debts Reserve 3SS £7360 

Less Reserve jar Discount 368 — £6992 


Reserve for discount on creditors may also be 
(Inducted in a similar manner as the reserve on debtors; 
the result, of course, being' quite opposite in its effect. 
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The record in the Profit & Loss A/o. would be : — 

]une 30. By Discount allowed on Purchases... £240 

AdB. Reserve for Dis. on Creditors... 368 — 608 


Less Dr. Balance on Reserve b/f. 285 — £323 


The record in the Balance Sheet would be as follows ; 


Sundry Creditors on Open A/cs £7360 

Less Reserve for Discount 368— £6992 


Exercise 38. 

On the 1st Dec., 1907, Albert and Leo Pupil entered into Part- 
nership; the arrangement being that Albert was to find all the 
Capital, and that he was in consequence thereof to have two- 
thirds of the profit, whilst Leo was only to have the remaining 
one-third. 

Arre/x : — Cash at Bank, £772 13 6, B/R. due 21st ]an., £45 
16 6, Consignt. to Hume S: Co., Madras, ±430 18 G, Merchandise 
on hand £529 1 8, Cash £27 6 6, Ofiice Furniture £75, Consign- 
ment from Dent & Co-, Calcutta, £540. Liabilities •.—Bl'P. due 
16th Dec., £50, B/P. due 21st Feb. £300, Suspense A/c. for Rent, 
Rates, Taxes, &c., £30 16 8, Dent & Co., £240, A. Pupil’s Cap. 
£1800. All receipts and payments through the Bank unless 
otherwise stated. 

Dec. 2. Sold to Joseph Turner, Goods £330 10 6 

,, 2. Drew a bill at 2 mos. on J. Turner (146, 171) 322 6 10 

And allowed him Discount 8 3 8 

,, 5. Paid rent due last month (182) 25 - - 

,, 6. Sold to Rufus Kemp, the Consignt. of Goods 

on a/c. of Dent & Co., Calcutta (179) 525 6 8 

„ 6. Our Commission for selling same 717 6 

Our charges on same deducted from A/S. ... 4 13 2 

Dent dr* Co., Dr. to Com. &■ Charges Afc. 

£12 10 8. Paid out of Cash Dock Charges 
thereon 3 16 8 
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Drew on llu'ive / frtl!a,171| 37038 9 

„ 10 raid lliP dfe tll!^ tl.t. .. ..... 60 • • 

„ 17 raid l.nxeadu' l^'t Nov ojt f' C'a.li llK!) 610 *■ 
,, 70. Sold to Jolin H.de, tl-e Tea 1)- iflii m Joitit 

a/c. with I W.itiv <l~l) •10.7 . • 

ror..ui!Viion cha-pcil on f ale there v' CIO 0 

„ 20. Ketiiid In il.ant, n/l> Uclnte £2 C H (ICS) 2J7 1.7 i 
„ .10. Offiee l.afK-nva, |nid rjt i' C ivh ... ., .. . 4 U) • 

Clerk's Salirv [nid d ) ..... ... 10 - • 

,, ,'JO. Kents, Kales .and 1 .axe«. dur (1''2) . . 2’' • 

„ 30. I’arincrs' v ithdr.a\v.a!s. .Mb XOb, I.iji3)(7»' 97 ■ • 

,,30. Credit Ints'ri 't on \ I’upil's Capital (71) ... C 6 • 
„ 30 Allow for Dep'fi-tatic n <' I urriture (82) . 1 • > 

„ no. Ke erve (or Had l>cl.'. (is'll . . 20 • > 

Men! nrdne p’ hitdMl'A 9 (J 
Answer . — Incl /l^laree lolalt iG'.’OS • 7, hdireet £3041 30 1 : 
Grast I’rof-t on Goods £70 IS 1. ee /eii,.' Afc. £2S 17 Ct O' 
Costst gurnet ), £07 10, Me! 1‘rerj-’. £'e.' 14 4. iSolanee cij ei.f’. 
Gag. et/e , XlsOa 1 J . /Or Uolsnee of / /’ Cap Ajc. £5 1 11, 
J o!al P! ! /.S i,2(.ao 3 10 t ss! lu- a ,e i 1 3s 2d : /Vi.£ 

Jip’anee, i-'OT 17 7 

185. A TRIAL BALANCE may cither consist of (1) 
the total postings to the Lcdfecr, or (2) simply the 
differences or balances of the postings. The former 
method is the more advantaptoiis one when all the 
transactions are journalised, because in addition to the 
equalisation of the totals sou liave the further check 
afforded b 7 their apreement with the totals of the 
Journal. The second plan of taking out the balances is 
the one adopted in business and "most examinations, 
as it exhibits in a very concise form the information 
from which, after the value of the goods on hand, or on 
consignment, &.C., has been estimated, and the depre- 
tion of buildings, machinery, plant, furniture, See., 
as been written off, a P/L. A/c. and a Balance Sheet 
nay be constructed. In praotloal v/ork you must not 
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fail to remember that the totals or balances of the 
various columns in that section of the Ledger, known as 
the Cash Book and Petty Cash Book, require to be 
included in the Trial Balance. 

The diffcronces shown in the Trial Balance of the 
Personal A/cs., and of Cash, B.uik, B/R., B/P., &c., 
gi\e the correct amounts of the debit and credit 
balances without further ni.inipulation. It is well for the 
book-keeper to prepare a rough T.B., monthly or at 
least quarterly, so that in case of errors or omissions 
they may be discovered and rectified without being put 
to the annoyance of having to search through numerous 
entries extending over a long period of time. The 
adoption of this suggestion will greatly facilitate the 
closing of the books at the half-}carl> or annual 
balancing. 


186. A Trial Balance, the totals of which agree, docs 
not conclusively prove the accuracy of the books, as .t 
will not disclose the following errors • — (1) An amount 
posted to the wrong account, although on the right side 
of the Ledger. (2) .An error in the book of original 
entry, such as the purchase of goods amounting to 
£.yj 7s. entered in the Purchases Book as £.5 8s. 7d. 
(3) A compensating mistake, t c , £50 .fis. posted to the 
debit of a customer m the .“sales Ledger as £30 5s., and 
the undcrcasting of the Sales Book by £20. 

187. The disagreement of a Trial Balance m.ay arise 
from any of the following causes : (1) Omission to post 
an item from the book of origin.al entry to the Ledger. 
(2) Mistake in posting an item, such as the transposi- 
tion of £42 6s. to £1 2s. Gd. (8) Posting an item to 
the debit instead of the credit, or vice versa. (?) 
Extracting the balance as a debit instead of a credit, or 
vice versa. (6) Omitting a balance altogether. (6) 
Casting a Ledger a/c. wrongly, and thus causing a 
mistake in the balance. (7) Casting the book of original 
entry wrongly, thus causing an error in the total posted 
to the Impersonal account. 





188. After all the a/cs. have been balanced and the 
Trading and Profit & Loss A/cs. have been prepared, a 
second or short Trial Balance of the remaining b.alances 
may be compiled. As all the subsidiary a/cs. of profit 
and loss will have been closed and transferred, and the 
net result carried to the Capital .A/c, , the only balances 
remaining will represent Assets and Liabilities, from 
which a B.alance Sheet may be prepared. Compare the 
full or first Trial Balance with the short or second Trial 
Balance of Exercise 39. 


First or Full Trial Balance of Exercise 39. 


Ledger Accounts, j' 

A. Pupil. Cap A/c.. I 
A. Pupil. Drwgs A/c j 
I.. Pupil. Cap Alc..\ 
L Pupil. Drwgs AJe 
Office Furniture .... 
Bills Receivable A/c ! 
Bills Payable A fc .. 

Stock A/c j 

Sales A/c I 

Con. from Gray's .. 
Con. to Platt & Co.. 
Commission A[c... j 

Interest A/c | 

Discount A/c | 

Trade Expenses A/c j 

Suspense A/c I 

Bad Debts A/c ■ 

Gray & Co PL 

National Dis. Co. „ i 
John Boyd . . , .S L 

Coles & Co „ 

May & Co 

Nevill Bros 

S. Platt & Co.. . 
Robey & Son . . „ 
Thomas Wood . . „ 

Cash A/c 

Petty Cash A/c. . . . 
Bank A/c 


Totals. 

~Dr. ~ |i ~CrT~_ 
£ s d ij £ id 
, 2110 - • 
20- . 

if 1205 - - 


850 - - 050 • I - 

7C0 - - 1057 - - 1 
HOO - - 

I 11 650 - • 

1000 - - I llCOi - - 

378, - - I 380 10 - 
. , 58, - . - 

is; - , - ! 

10 - i' 

37' o> 6*' , ; 

, li 27'10 - 

loo; - - ij 1 

1100 - - 1 loco; - 1 - 
300 - ' - i aooi - - 
coo, - 1 - ' 

400-1-1 400- - 

coo]- -I 

38c{l0;-i| ssoj- - 


1 Dr. 

it ® 

r. 


1 £ ib.id.lt £ 1 

s 

d 

1 

2410 

- 

- 

20, -t 

- 



‘ 

j 1205 



25 - 

• 1 



50, - I 

. , 



300 • 1 

■ i 



1 

M7 


• 

MOO, - 




i 

1 550 

- 



: ICO 

- 

- 

: j 

i s 

' 58 

10 

- 

15 - 

. i 



to' 




37! 5 

6! 




i 27 

10 

- 

100 - 

. 1 



lC0|-i 

- 



coo'- 

- j 



G50! - 

. j 



510 - 

- 



136 to 





100 

- 

- 

300 - 
431 10 

- 



3 5 4 

6 



1351- 

- 






_ 
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Second or Short Trial Balance of Exercise 39. 


Ledger Recounts, 

A Pupil, Capital A/c.. 
L. Pupil, Capita! A/c.. 

Stock of Cotton 

Office Furniture 

Bills Receivable A/c. . . 
Bills Pajable A/c ..... 

Suspense A/c 

John Boyd 

Ma 3 ' & Co. 

Nevill Bros 

S. Platt & Co 

Robey & Son 

Thomas Wood 

Cash A/c 

Pettj’ Cash A/c 

Bank A/c 



Exercise 39. {Lane Cheshire Unton Exam , 1S94 ) 

Albert Piifil’s Cap consists of. — Colton, £1000, Bank, £500, 
Debts owing to Thos. Wood, £300, and John Boyd, £G0O. 
Total £2400. 

Leo Pupil's Cap. consists o/ Cotton, £400, Cash, £400, Debt 
owing by Coles & Co., £400, Total £1200. (N.B.) 1st Jan., 
1008. 

Divide result of trading, three-fifths to Albert, two-fifths to Leo. 

Jan. 1. Bought of Holt & Co., Office Furniture and 

paid by Cheque on Imperial Bank (81) .. £50 - - 

„ 1. Cash advancv-J to Petty Cash A/c, (70) . 15 - - 

,, 1. Paid to Bank L. Pupil’s Cash Capital 385 - - 

,, 5. Consigned to Sam I’latt & Co., (per S. S. 

“Venus”)Cotton to be sold for our A/c.(174) 350 - - 

Drew on S. Platt & Co , at 15 days’ sight for 250 - - 

,, 7. Sold to Robey & Son, Cotton 200 • - 

„ 8. Reed of Robey & Son, Acceptance at 1 nio. 

of Coles & Co., due 21st January (146, 171) 300 - - 

„ 6. Reed, from Gray & Co., Consignt. of Cotton 
(per S.S. “ Finsbury ”) to be sold for their 

a/c. ; invoiced at (179) ... 1000 - . 

,, 10. Accepted Gray’s Draft at 14 days (146, 172) 700 - - 

Discounted with A’ational Dis, Co. Coles & 

Co ’s Acceptance £300, reed, cash (161) ... 29910 - 
„ 14. Sold May & Co., Cotton, part of consignment 


from Gray & Co. (179) 650 - - 

Our commission on above sale 32 10 . 
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]an. 14. 

„ 14. 

„ 21 . 
„ 21 . 

23. 

„ 23. 


Paid Freight and charges on consignment 

(per .S.S. “Venus”) to Platt’s (174) 

Paid Doclc Dues and Charges on Gray & 

Co.’s consignment to us (179) 

Cole’s Acceptance dishonoured (IGG) 

Keccived from S. Platt & Co., A/S. of Cotton 

consigned to them; proceeds (177) 

Accepted a composition of 15/- in the £ from 
Coles & Co. in respect of their booi debt of 
£400. and received from them their P/N. 
at G mos. for the comp. (74, OSa, 14G, 171)... 
Heed. cheq. for amt. of dishonoured Accept- 
ance of Coles & Co., from Robey & Son, 

and endorsed it National Dis. Co 

[National Dis. Co. Dr. To Robey d-' Son.) 
(In practical work enter in Cash Book “ To 
Robey <Sr“ Son £300 ” “ By National Dis- 
count Co. £300 ”) ■ 


£28 - • 

45 * ‘ 
300 - - 

33G10 - 

300 - ■ 

300 - • 


,, 25. Reed. Cash for our Bill on S. Platt & Co. (146) 250 - ■ 

,, 27. Sold to Nerille Bros., balance of Colton con- 
signed to us from Gray & Co. (179) 510 - * 

Our Commission on the above 25 10 ' 

,,27. Bank pd. our acceptance of Gray’s Draft(14G) 700 - • 
,, 29. Accepted Grav’s draft at 30 days’ date 

(146, 172) 357 • • 

„ 31. Office Rent due this day (182) 12 ID • 

Due to H. Law for Salary 15 - ■ 

Paid Expenses out of Petty Cash 9 15 6 

Int. on Cap., .Mb. £10; Leo £5 (71) 15 • ' 

Cash withdrawn by A. Pupil on private a/c. 

(78) 20 - - 

The like by Leo Pupil 25 - ■ 

Stock oj Cotton, £950. 

N.B. — Combine the Opening Entries by debiting Bank £500, 
Cash £400, Cotton £1400, Wood £300, Boyd £600, 
Coles & Co. £400, and credit A. Pupil £2400 and L- 
Pupil £1200. 

Answer , — Gross Propit on Cotton, £100, on Consignment, £8 ID* 
Net Pro-fit, £13 14 6. Bal. of A. P. Cap. Ate. £2398 4 8. 
L. P., £1185 9 10. Total of BfS., £4068 4 6. 

189. SALES on COMMISSION. Merchants roay 
occasionally hand you a sample of goods with the view 
to your effecting a sale on their a/c. and at their risk, 
for a stipulated commission. You do not take 
possession of the goods, but merely submit a sample 1° 
likely buyers, upon which sample you obtain an order, 
say from Henry Tew for £100 worth. You dispatch 
the order to your principal, James West, who invoices 
and forwards the goods direct to H. Tew. In such an 
aeency transaction as this, no responsibility whatever 



L'on 

rests upon you, as the purchaser becomCvS tlie debtor of 
your principal, llic only entry required in your books 
would be in re.spcct of s'our commission, and this entry 
you would make on transmitting; the order to your 

principal as follows : — James IVcst Dr. £0 

To Comtut.'istnu A/c £.'5 

When such commi.ssion tran.sactions arc numerous it 
is Avcll to record full particulars in a Commission Sales 
Book, giving the date, name and address of seller, name 
and address of buyer, particulars of the goods, total net 
value, Ledger folio, amount of commission. All 
amounts in 'the Commission column would be posted to 
the debit of 3’our principals, and the monthly total 
posted to the Commission .A/c. The total of the Com- 
mission A/c. would be transferred to the Trading or P. 
& L. A/c. on balancing. 

190. ON SALE or RETURN. In some busincs.ses 
it i.s usual to forward goods on appro, (or approval), 
the customer having the option of buying or returning 
such goods within a specified or reasonable time. 
Although such transactions must not be treated as 
Sales, nor the persons to whom the goods arc sent as 
Debtors, a proper record must be kept in the form of a 
Sales or Returns Day Book, similar to the following ; — 

Goods scut on Sale or Itcium 
Amoont 


When goods arc sent on Sale or Return they are 
entered in columns 1, -2, 3; if returned, further entries 
are made in columns 1 and 3; if sold, proper entries 
would then be made in columns ‘I, 6. and i. 

When the goods are retained, their value will be 
posted to the debit of the customer in the Sales Ledger, 
and the folio inserted in column 8 of the above book. 
The total of column C, Goods Sold, will be posted to the 
credit of the Sales A/c. 

The difference between the totals of columns 5 and G 
taken together, and that of column 3, will represent the 


D.11C 

PAfllcuIars 

m 

(2) 


■ 
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goods outstanding on any given date. The_ value of 
these unsold goods must be included when taking stOOK, 
which will not, of course, be the amount stated in this 
book, but the cost, or under. 

When transactions in goods sent out on Sale or 
Return are so few as not to warrant a special book, they 
may be recorded at the end of the Sales Day Book, a 
transfer entry being made to the Sales Day Book itself 
when the goods are sold. 

Exercise 40. 

Assets Cash £3il 17s. 8d. ; Bank £193 19s. lid. ; Goods £172 
11s. 2d. ; Business Premises £1500 ; B/R. Tom Long £64 ; 
J. Plant £47 Is. 6d. ; W. Reed £192 5s. Book Debts : — Chas. 
While £39; Tom Long £19 7s. Id. Liabilities — B/F. to J- 
Ince £92 Is. 9d. ; Bal. due to \Vm. Hill £322 Is. 6d. ; Cap. £2035 


19s. Id. , 

1908. Transactions. £ s. Q. 

Feb. 1. Discounted Long’s bill at Bank, Dis. £1 ... 64 - - 

„ 2. Bought of W. Hill, Goods 31 15 2 

,, 4. My acceptance lifted at Bank (142) 92 1 9 

,, 5. Bot. of John Battve, Goods for Cash, £95. 

Dis. £5 100 - - 

,, 6. Sold Goods to T. Long 1961910 

„ 6. „ C. White 45 ; - 

„ 7. Paid Water Rate in Cash 1915 - 

„ 10. Rc<d. C. White’s Acceptance at 1 mo. (146,171) 39 - • 

,, 13. J. Plant’s Acceptance paid in Cash (146) 47 I 6 

„ 15. Reed, of T. Long, Cash £17 8 5. Dis. £1 18 8 19 7 1 

„ 16. Bought of John Battye, Goods 210 - - 

„ 17. Sold for and at the risk of Jas. West to Hy. 

Tew, Goods £100, mv Com. thereon being 

(189) .' 5 - • 


It 


19. 


„ 22 . 
„ 22 . 
„ 23. 
„ 23. 


T» 


24. 


Reed, of T. Long, Acceptance at 2 mos. (146, 

171) : 

Sold C. White, Goods for cheque 

„ T. Long 

Paid into Bank 

Handed W. Hill my Acceptance at 1 mo. 

(146, 172) 

also my cheque for 

also T. Long’s Acceptance 

which with Dis. settles his a/c 

T. Long returned goods for not being equal 

to sample (112) 

C. White is bankrnpt and 1 receive a 6rst and 
final dividend of 3(. in the £ (74. 95a) ... 

L'ate transaction on the \0lh. As the divi- 


196 19 10 
75 - ■ 
7310 9 
40 - - 

100 - - 
3S 3 - 
196 19 10 
1813 10 


1212 


dead is also in resfeet oI the amount ot the 
B/T., the latter mast bedisfosed of through 
the Journal thus : “ C. White, Dr. To B/K., 
£39.” 
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Feb.27. 


„ 28. 
„ 28. 
28. 
2S. 


T. Long’s discounted Acceptance, due . 

returned dishonoured (lOti) _ g 

>»’> 

Slock oj Goods X'lOo. 


7 G 
23 10 
20 - 
15 - 
37 10 


. WTOS 4 10. 

gS K' "SANA' «.cl 6 «. C..„ SS.... X2«. 

19 4, Bank Balance i'Oj 8 C. 

follows : — ’ ' ' 

UABILITIES. 

Bills Payable— 

No.K.duelSMar.W ^ ,, . 

., 63,duc26 .. sos'io . 

\ 1 

G. Wood & Co.... ITO 10 -,1 
W.Morris& Sons 410 6 - (i 

=SiSfe,.-*g i I ' 1 

Leo Pupd ^ l ,iR->i 8 


I2GG5' 0* 01 


fi' 

«9ii6i 

“S’.Trw-li ». 

’.'. 18.1 Rnss - 185112' 

S'lf^o^Wdls!?. 6' 

|S?epb^Ro°5"". ^ I f 



& S. d. 

41 4 - 


, pnno per ann., and 5/o per 

loss to he divided as follows . ^ ^ 

Mar 2 Bought of C. Lyon & , 52 

Mar.-. "°jj^3g_i3iG_Fancy Worsted. “^^ig3@8/- 

1317 >’_ 

9SS ■R'lnk^ from Thos. 

” of- 

,. 5. S^lt’xhoArSjfn 

010—599— Indigo herge gg, _io3 for ... 

600 >. ■■■■■■ 

B. Paid Cash W'ages resident 50J @ 4/- 

7. Sold I. Ross : Xl.-<Or 


5010 


10 0 


39 9 
G 2 
10 3 



Mnr.T. 


10 

10 . 

10 . 


Bpuplit of G. Wood fl Co. ; — 

AT — 203— Wosdrtl Worried, 52 
295 „ 50 

203 515 ^ 

29G „ 50i!*2'51 R 7>- *18- 

Rc'-il, frr'ii Jcne« L Cu , Comp, cf 10/. in the i! _ ^ 

in ^G'tl(n’'nt; piii to ll.ink f75, OO.'iJ... il ^ C 
Ttl G. \\c/.d .V Co —<><;. .51T.3. Dr, J?! 10 - ITO 10 - 

Brev.n Bros 1.12— TOO— r.mry 52 f'- 4 '0 UU- 
I’aici ii.t'j H.iii! —llili TTo. TO X.39, Jvo. 77 

iOO 2 0. No Tc £75 10 (143) 1P51J C 

S lU to (ico. Hii.t -- 

I’Tl— 39U-\Vc?t!ed W<r.!...<5, 61 ® 10/. ... 2510 - 


„ 10. Enneht of O Wo.d S. Co. ; — 

£7— 312— rEnc\, 50 
.313 „ 51 

314 .31^152^3/ 22 1C - 

,, 11. Accepted C f.tcn A ? in's dn'l .it 3 tnos. ... 350 10 . 

(ll'J, 172) Disc ii.rt .nl!c.v eJ (C-'jA licoi.),.. 4 2 0 
,, 12. Sold to J Ko=s , XI — 70'^ — PrC'idont .32 © 4/- 10 }5 • 

„ 12. I'.md C.-h-\\.-spcs 0 4 0 

,, 12. lU'Ccucd Ca.h for Sundry Small S.alc' 4 10 G 

,, 14. Sold to Brown Eros • — 

V71 — SOI— Indigo ‘•ergp 52 

S02 „ 50 = 102 G C/C •• 23 3 . 

34. Aduewd nanl to meet StlJ So. :/2 {V.S) 200 - • 


.. 1C 

IG. 


„ IS. 
,. 19 

19. 

21 . 


„ 21 . 


„ 21 . 
„ 21 . 

21 . 


Bought of C. Ljon A Son • — 

R72 — 1417 — President. 52 
141P— „ .31} 

1519— 501-155 © 2/3 . . 

Accepted W. Morris & Son’s draft .at 2 mo<:. 

(140, 172) Di«coMni alliwcd \Casli Boo’) .. 
Sold to John Child : — 

F77 — 919 — Fancy Worsted, 52 © 12/- 

Sold to William Boll — 

P71 — 990 — Woaded Worsted, 50} 

991— „ 51}=102G10/- 

Paid Cash — Wages 

Sold to Arthur Ford : — 

OIO — 703 — ^Indigo Serge, 51 © C/C 

Bought of George Hart : — 

BG7 — 515 — Indigo Serge, 51 
517— „ 52} 

505— „ 505=164 @ 5/- 

Recd. of J. Ross and pd. to Bank £57 13, Dis. 
Received Advice from BanV. — (IGG) 

Rd. Hanson’s Bill Dishonoured ; F.x. 3/G... 
Advised Bank to meet Bill No. 53 (142) 


17 C C 
405 - - 
.3 5 - 

31 4 • 


51 - ■ 
G 2 - 

IGll G 


.3510 - 
1 9 C 

50 .3 G 
2G510 - 
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Mar .24. 


24. 
. 2G. 


2G. 


28. 

29. 


29. 


Bought of Wm. Morris & Son^” 

E21— 1279— Fancy l\orsted, 50 

1281— 50_i =1.52 © 8/- iGO IG 

Reed, of Brown Bros., 2mo9. bill, £72, Dis. 1 5 
Sold 'to King & Co. t— 

1^1107— 709— President, 514 

710— .. 

711_ „ 52=164 @ 3/G . 

8old to Samuel Green : — 

/IlOO ^992 — Woaded Worsted, 52 © 10/3 .. io 

Paid Cash— Wages G 3 

Reed of Thomas Wills, 3 mos. hill, £50, Dis. - 10 
Bought of C. Lyon & Son :— 

1Y15 ^1491 — President, 6O4 

1492 — ,, 02 

1493— 61 

1495— 67 =210i @ 6/. .. 

Sold to Hick Bros. :— 


2G19 

2G13 


5212 G 


29. 

, 30. 

, 31. 
31. 


jld to Hick Bros. :— 

jr77 ^920 — Fancy Worsted, 50 @ 12/- 30 - 

Sold to T. Wills : Z29— 717— Presidcnt.r,2fai/- 10 8 


10 8 - 


31. 
, 31. 


2G 10 
G15 


43 18 
10 4 
20 5 


- - „ »-717-Presidcnt,r,2@V- 

Sold to William Bell : — 

P71— 993— Woaded Worsted, 53 © 10/- 

Received Cash for Sundry Small Sales 

Bought of George Hart 

C12— 605— Indigo Serge, ,51 
600 — it 514 

G07— „ 504=153 @ 0/. 

Sold to ]. Ross— XI— SO^Presidcnt, 51 @ 4/- 
Baid Cash— rravelling Exs. during month... _ 

Paid Cash— Carriage during month 7 8 6 

Bank Charges for month (72, 92) . 2 5- 

” ” Leo Pupil’s Salary paid by Cheque (76) 1613 4 

” ” Credit Int. on Cap. A. P. £3 9 2, L.P. (711 1 7 8 

” ” Value at Goods on hand, £1350 

Answer -.—Trial Balance -. totals ^055 18 balances £2G98 19 
Gross 1 ° f'p -■38 10 8. Sal. A.‘ - 

Caf. Ale. £807 lo 4, L.P. Caf. Ajc. £320 18 10. ToKtl 
BJS £2230 15 2. Cash bal. £27 11, Bank bal. £160 2 8- 
•Exercise 42. (W.R.C.C. Inter., I897 v Tabular. -e* 

You are required the following Waste Book K 

through the Bought and Sold Day Boohs (which should 

ur^mLised or dissected see page 92). the Bill^ 

and lournal into Mnss':|. Maxey and BeU’s Bought, 

Private Ledgers ''ty Goods and P/L- 

Tvfl. ^A/craud 

ss’-'/f Si ;> 

Chas. Maxey into partnersb^ 

name of Ma^ev & BoU on l^ 
thirds and BeU one tnird of the profits. lot- * 
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allowed 03 Ae rancct-i’ Capital. A B.mV A/c. 5'^ opened, C- 
Maxey pays therein X-ISjO and W, Hell illG23. {Etitfr in Ctr'" 
Book.) 

They purcliasc the buxine's and Stock of Herbert Lanfeat, 
Cheese. l!,ac/.n, and Ilutler Merch.ant, at ilOiT 10s., ns folluws : 
H.ncon, £1S50 ; Chce'c, £900; Hnitcr, £1150; Boxes, Caws, 

£02 10'-. ; ITuings, rixtitics and furniture £123 {Bt.nr >n 

/onrnai) £4037 10 • 

Mnxey St Bel! pay by diecjue to 11. l.nnfe.ar 25.37 10 - 

And Accepted hts draft .at 3 mos. for bal.ance (14'')... 1.300 - • 
Apl. 2. Hot. of Chas. Gould : Bacon, £323 ; Cheese, 

£1.35 450 - - 

„ 6. Accepted Bill .at 3 mcx>. p.a-.able to C. Could 4'-0 - - 

„ 9. Sold J. a.ark ; n.aron £125: C. £50; n. £IC 221 - - 

„ 9. Sold for Cash : Ihacon £52 10s. ; Cheese 

£13; Butter £5 lOs 71 - • 

July 4. P.aid b) Cheque Bill bailing due to^lay (140) 1500 * * 

,, P. Retired bv Cheq. Bill maturing to-dav (HO) 4?0 - ■ 

,. S. Sold J. Clark ; n.acon £170; Butter £127... 297 - - 

„ 9. Bought of Henry Johnson : Butter 230 - * 

,, 9. Accepted H. Johnson’s Dr.aft at 3 mos 230 • * 

„ 9. J. Clark returned b.accm bcc.au'c badly 

bruised 12 10 • 

,, 9. W. Bell takes for prisate purposes; Bacon 

£10; Cbec'e £1; Butter £7 10«. (76) 

(Salfs Book) IS 10 • 

„ 9. Vurcha'ed for Cash ; Bacon , 5 - * 

,, 9. Paid Cheque for Boxes, Cases, £.c 123 - • 

Oct. 4. James Qark p.avs C.ash, which i< at once paid 

into the Bank £190. .Allowed Dis. £13 10s. 505 10 - 

„ 12. Met by Cheque Bill falling due to-d.ay (140) 230 - • 

„ 12. C.Maxcywithdraws by Cheque forprivate use 50 - * 
„ 12. W. Bell withdraws for private use : Cash(7S) 12 10 • 
Nov. 1. Bot. of C. Gould; Bacon £.100; Cheese i'1.30 450 - • 

,,15. Pd. Cheque to C. Gould £127 10 ; Dis. £2210 450 - - 

1907. 

Feb. 4. Bought of H. Johnson : Butter 400 - * 

,, 4. Accepted H. Johnson’s draft at 3 mos. (172) 400 - ■ 

„ 5. Sold J. Clark : Bacon SOO; C. X-200; B. £75 525 - - 

,, 5. Reed. Cash on A/c. from J.ames Clark 100 - ■ 

„ 7. Sold Wm. Morns : B.acon£225 ; C. £175 ; B. £71 471 - - 
,, 7. Reed, from W.Morris, and pd. into Bank (91) 200 ' - 

,, 15. Paid AVages in Cash 62 • - 

„ 15. Paid by Cheque, year’s rent of premises ... 75 - ■ 

,, 16. Sold for Cash; Bacon £S0; Cheese £12 

10s. ; Butter £56 lOs 149 - - 

,, 16. Paid into Bank 250 • ' 

,, 23. Boxes, Cases, &c., used during the year 
may be charged to the following : — Bacon 

£60 10s.; Cheese £30; Butter ^5 12110 - 

23. Value oj Boxes, Cases, etc., on hand 36 ' ' 



215 


Feb.28. Stock oj Goods on hand : Bacon £1890 10s. ; 

Cheese £10G4 10s. ; Butter £1379 £4340 - - 

,1 28. Write off 10% Depreciation of Fittings (82) 

„ 28. Credit for Int. on Cap. : C. Maxey (71) ... 162 10 - 

„ 28. Do. do. W. Bell 81 5 - 

,, 28. Debit for Int. on Drawings t C. Maxey (78) 1 G 5 

„ 28. Do. do. W. Bell - 10 11 

Answer. — Trial Balance : totals £21839 12 4; balances £5523 15 - 
Gross Profit on Bacon £250; Cheese £281. Loss on Butter 
£37 10s. Net Profit £119 3 4. Bal. CM. Cap. Afc., £3440 
11 9. IK. 5. Cap, Afc,, £1714 8 3. 1 otal oj BjS. £5555. 

Cash balance £0 10s., Bank balance .t'370. 

Exorcise 53. {W.P.C.C. Inter., 1900.) Tabular. 

Record the following transactions of Murray & Co., by means 
of Journal, two D.ay Books, C.B., and Ledger. The receipts and 
payments (except P.C. Payments) are through the Bank. 
Journalise bill tr.ansactions. hhow the gross profits of A. &- B. 
Departments separately. Each item of sale or purchase is 
marked A. or B., representing the two Depts. Divide net profit 
in proportion to each Partner’s Cap. Show P/L. A/c. and B/S. 
31st March, 1900. 

• Liabilities ; City B.ank, Ltd., £1469 17 3 ; John Murray. Loan, 
£200; Sam Matthews, £164 11 3; two B/P. : — ^Jones Bros., due 
I'eo. 3rd, £l2Q ; Proctor i: Co., due Mat. 3td, £180, Assets'. 
Bryde & Son, £130 15; two B/R. : Monteith Bros., due Jan. 4th, 
£55 17 6; Hy. Speight, due Feb. 3rd, £69 10; Fixtures & 
Furniture, £137 14; P.C. 14/11; Stock A. Dept., £1470 9; B. 
Dept., £1859 3 1. Capital-. — Robert Murray, £957 9; Fredk. 


Wade, £638 6. 

Jan. 3. Paid to Bank Monteith’s Bill (146) £5517 6 

„ 6. Bryde & Son accept 3 mos. Bill, £100, and 

pay Cash £3G ; and Dis. 15/- (171) 3615 • 

I, 6. Sold Goods (A) to Sara Matthews 43 19 2 

„ 8. Cheque drawn for P.C. (76) 3 - - 

„ 10. Sold Goods (B) to Harold Langton, £761411 

and (A) £143 19 6 220 14 5 

„ II. Bot. of Jones Bros., Goods (A) 49 3 9 

„ 12. Bot. of Mathers & Co., Goods (B) 54 1 1 

1 , 13. Paid Fire Insurance 3 16 - 

,, 16. Sold Goods (B) to Monteith Bros, and reed. 

3 mos. Bill (146, 171) 98 1 11 

„ 31. Pd. Salaries £24 lOs. and P.C. Payments 17/6 

Feb. 1, Speight’s Bill handed to Bank (1451 69 10 - 

„ 3, Bot. Goods (A) of Sam Matthews 37 10 II 

„ 3. Retired Bill due this day (146) 120 - - 

,, 3. Sold Goods (A) to Harry Speight 24 19 6 

„ 6. Sold Goods (B) to Bryde & Son 7610 2 

,, 6. Bank notify that Speight’s BiB is dis- 
honoured with 3/- expenses (100) 69 13 - 

„ 19. Pd. Mathers & Co. £53 lOs. ; dis. 11/1 54 1 1 

„ 20, Bot. Goods (B) of Jones Bros 86 1 11 
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I'eb.22. S(J6 (A) to Monteith Bro^., ilO'J 2 11 

nnd reed. Bill (1711 ^CIO 9 

,, 2}. Hot. Goods (B) of Walker & Sons 49 IJ 3 

„ 23. Paid Salaries i‘19 js., and P.C. Paj^nicnts... -13 4 

„ 23. Paid Rates 12 S C 

Mar. 3. Retired Bill dne this day (14G) 160 - • 

„ a. Bot. Goods (.A) of Sam Matthev.’S 56 9 9 

„ 11. Accepted Jones Bros. Bill, 3 mos. £135, 

dis. 5/S (172) 13.5 5 S 

,, 20. Reed, first and final Div. on Speight’s Debt, 

10/- in the £ (74, 05a) 47 6 3 

„ 21. Bot. Goods (A) of Jones Bros 24 S 1 

„ 22. Sold Goods (B) to Brydc & Son 201 9 6 

,, 21. Gave S. M.atthows Bryde & Son's Accept- 
ance due April Sl'n 1140) 100 - - 

„ 2G. Pd. Widker & Sons, £-17 10s. ; dis. £2 7 3 ... 4917 3 

,, 31. Pd. Salaries £'21 13s. ; P.C. Payments 14/5 
,,31. Pd. John Mttira}' 3 mos. int. £2 10 ; Pd. Rent 25 - - 

„ 31. Bank charge int. £21 15 9; Comm. £1 (92) 2215 9 

„ 31. Depreciation of Fixtures (62) 3 14 - 


IK /arnii (d) £1376 3 11 (S) £1703 14 S. 

Answer . — Trial Balance i totals S.fjZ37 17 - ; balances £3938 18 7. 

Gross Prof.t on A. Deft. £141 3 G; on B. Deft. £107 710; 

Net Profit £68 15 7. Bal. o/ R.M. Caf. A /c. £098 14 4, P. B'. 

Caf. A/c. £-G&5 16 3, Total oi B'i. £1005 5 2. Bani balance 

£1806 13 9. 

191. MORTGAGES, which arc cither legal or equit- 
able, are pledges of real or leasehold property given as 
securities for money advanced. A legal mortgage is 
one where the borrower, known as the mortgagor, 
executes a deed charging his property in favour of the 
lender, who thus becomes the snortgagee. Such a deed 
contains a proviso for redemption, entitling the 
mortgagor to a reconveyance of his property on repay- 
ment of principal together with interest and costs to 
the snortgagee. .'An equitable mortgage is one of any 
other kind, even a mere deposit of title deeds by a 
debtor with his creditor, witliout verbal communication, 
is deemed evidence of a contract for a mortgage of the 
estate referred to ip such deeds. The stamp duty on 
mortgages is 2/6 per £100. 

Perhaps during the course of your business career 
you may wish to raise a sum of money. You possess 
land and buildings which you do not care to sell ; there- 
fore you offer a mortgage upon them, say to Smith, for 
£2000, which sum 3-00 borrow at 6%. To obtain such 
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an amount the property should be worth not less than 
£8000 (the £1000 difference being the “ margin ”) in 
order to afford a good security to Smith, the mortgagee. 
As mortgagor, you would sign tire mortgage (which 
would be prepared by a Solicitor) and hand over the title 
deeds of the property to Smith. This security might be 
redeemed at any time on giving due notice to the 
mortgagee, or on the latter calling in the money. In 
case of default in payment of either principal or interest 
by you, the mortgagee could sell the estate and repay 
himself the amount owing. On obtaining such a loan 
you would open and Cr. John Smith, Mortgage A/o. 
debiting either Cash or Bank. On repayment of the 
whole or any portion of the principal you would debit the 
Mortgage A/c. All payments of interest, being losses, 
would need debiting to the Interest .\/c., and not to the 
Mortgage A/c. The amount of the mortgage must be 
shown in the B/S. among the Liabilities, and must not 
be deducted from the value of the premises on the 
Assets side. Foreclosure is the forfeiture by a mort- 
gagor of his right to redeem the security, known in law 
as the Equity of Redemption; (the difference between 
the amount owdng by the mortgagor and the total value 
of his security) by reason of his default in payment of 
the principal or interest of the mortgage debt within a 
reasonable time. 

192. OVERDRAFT is the term applied to the sum 
of money owing by a customer to his banker on current 
account, as distinguished from a specific loan. It is 
part of the business of a banker to advance money to 
his customers by allowing them to overdraw their A/cs. 
Interest is, of course, charged from day to day, for the 
amount overdrawm. Before allowing an a/c. to be 
overdrawn, bankers generally insist on some security 
being given, such as a Bond by some responsible per- 
son; the deposit of title deeds; stock and share certifi- 
cates, assurance policies, etc. The deposit of such 
securities is usually accompanied by a written memoran- 
dum of agreement called an ” equitable mortgage,” 
setting forth the conditions of the loan, and stating that 
the deposit of certain valuable documents are as a 
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guarantee. Occasionally a legal mortgage of land and 
buildings is given as security. In the case of a further 
security being given for a loan or overdrawn a/c., 
besides the debtor's promise, bond, or mortgage, the 
latter would be called the principa' security; while the 
extra or additional guarantee would be termed a 
collateral security, which is a deed charging further 
property, besides that already mortgaged, for the better 
safety of the banker. In commencing an exercise 
where an Overdraft had been obtained from the Bank, 
the amount thereof must be entered on the Cr. side of 
the Cash Book. The overdraft would be shown in the 
B/S. among the Liabilities. 

193. CONTRACTS. A contract is an agreement 
entered into between competent persons with a lawful 
consideration or cause w'hercby each person binds him- 
self to do, or abstain from doing, certain acts. An 
undertaking to do certain work or supply certain articles 
for a specified consideration. Just as you open certain 
a/cs. for consignments, for the purpose of ascertaining 
the result of a special branch of business, so you must 
open a special a/c. whenever you enter into an agree- 
ment to do certain work at a stipulated figure, in order 
that you may know' the result of such an undertaking. 
You w'ill open an impersonal a/o. headed Contract A/c. 
and debit it with the cost of material, cartage, use of 
plant, workmen's wages, incidental expenses, &c., and 
credit it with any instalments received during the pro- 
gress of the W'ork; and on completion credit it with the 
balance of the contract price (if any). When plant, &c., 
w’hich has been used upon a contract is sold at a depre- 
ciation, the difference between its valuation on the con- 
tract and the price realised, must be debited to the 
Contract A/c. affected. The difference of the Contract 
a/c. when complete, being a gain or loss must be carried 
to the Trading or P. & L. A/c. Should the contract be 
incomplete, the difference will be an asset, and must 
therefore appear in the B/S. If a balance remains 
owing on the completion of a contract it must be trans- 
ferred through the journal to the personal a/c. of the 
debtor with whom you have contracted. 
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Dr. Contract No. 17. Cr. 


1921 


£ 

s. 

a. 

1921 

1 

£ 

s. 

Feb. 1 

To Balance b/d 

44S 

19 

7 

Fob. 4 

By Cash on A/c j 

764 

. 

„ 2 


76 

IR 


<1 25 




;; 4 

,, Insurance 

4 




" " 1 



9 

„ Wages 

8fi 

4 



1 



.. H 

1 , Materials 

433 

• 






It Ifi 


81 

R 

, 





,. 20 

„ Materials 

124 


. 





23 

„ Wages 

74 

15 

3 


y^^ j 



2S 

„ Transfer (o 





I 




P. & L. Ale. 

476 


n 


1 




£ 

1754 

- 



£j 

1764 



Dr. 


Contract No. 19. 


Cr. 


1921 


£ s 

d 



£ 

s. 

d. 

Feb. 1 

To Balance b/d 

68812 

. 

Feb 6 

By Cash on A/c 

S5C 



II 2 


M,10 

R 

•1 28 


182t 

0 

4 

ii E 

jj Materials 

2411 7 

6 






• 1 S 

„ Wages 

82 17 



y^ 




.. 14 

„ Materials 

216 • 

• 


y^ 




„ 16 

„ Wages 

82, 5 

P 


y^ 




.. 20 

„ Materials ......... 

314, 5 

i 






M 23 

„ Wages 

62, 4 

B 







£ 

1G70' 2 

1 


£ 

16TO 

_2 

J 

Mar. 1 

To Balance b/d 

131. 2 

4 



1 


194. While the above method of recording- trans- 
actions is quite correct, and shows all the facts in a 
concise form, as well as in such a manner as would be 
acceptable at a public examination; still in practical 
work, the cash instalments would not be passed through 
the Contract A/c. at all, but a personal a/c. would be 
opened for the same. On completion of the Contract 
the total value of the contract would, by a journal entry, 
be debited to the debtor and credited to the Contract 
A/c. The following examples illustrate this method. 

Dr. Contract No. 126 (Ex. 50.) Cr. 


tj £ jS.jd 

To FaHncr b,d 'iliur.'lO 4 

1891 
Ian 23 

Bv Mercia Tank 

„ MaierLiIs IS2 

71 6 


Proprietor's A/c. 

„ Wages ’ 107 

.. Wages 22 

„ Inspector's 81 

„ Transierto ’( 

P. ^ A/f. ‘1400 

ifi: 

'V 

IG' 0 


1 


too’ 


£' 
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Dr. 

Mercia Tank Proprietors. 

(Ex. 50.) 

Cr. 

im 
Jan. 23 



Jan. 6 
28 

„ 81 


£ 

1000 


,, Cash 

1650 

41.0 

18W 
Feb. X 

£ 

To Balance b/d.. 

1 

£ 



195. SINGLE ENTRY is the term used to describe 
all attempts at Book-keeping- which fall short of that 
perfect and universal system known as Double Entry. 
Notwithstanding the advance of education and the 
adoption of improved systems in the mercantile world, 
the majority of the proprietors of the smaller class of 
businesses still know nothing of the practice of Double 
Entr)’, relying entirely for their financial information as 
to the conduct of their businesses on the imperfect 
records produced by what is called “ Single Entry.” 

Some authors and teachers suffer from the delusion 
that it is necessar}' to teach Single Entry before Double 
Entry, whereas it is both educationally and commer- 
cially wrong to teach it at all. Single Entry should only 
be referred to by way of warning, when dealing with 
the earlier stage of the subject, as it is liable to confuse 
the mind of the student. It is only when the principle 
of Double Entry- has been thoroughly mastered that the 
imperfections of Single Entry, and its conversion to the 
perfect system of Double Entry, may be satisfactorily 
dealt with. 

196. Single Entry, as its name indicates, ignores 
the double effect of the transaction, and therefore does 
not usually make a double record, being content merely 
to keep Personal A/cs. with the debtors and creditors of 
the concern, and absolutely failing (except in the case of 
Cash) to keep any Impersonal A/cs. such as Capital, 
Goods, Buildings, Fixtures & Fittings, Machinery, Bills 
of Exchange, Goodwill, Patents, Copyright, Expenses, 
Wages, Repairs, Rent, Rates, Depreciation, Bad Debts, 
etc. The imperfection of this record renders it 
impossible either to check or test the arithmetical 
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accuracy of the books, because no Trial Balance can be 
obtained, or to prepare a Trading and Profit & Loss 
A/c. showing liOTM the profit has been earned or the 
loss sustained. 

197. There are those who are under the impression 
that Double Entry means double work, whereas the 
name of this system does not arise from the quantity of 
tlie work involved, but from the necessity to perfectly 
record every transaction by two entries, owing to the 
fact that each transaction involves two parties in the 
making of it, and therefore has a double effect. Many 
business men adopting Single Entry keep at least four 
books; (1) Cash Book; (2) Purchases Day Book; (3) 
Sales Day Book; (4) Ledger. The transactions entered 
in these books are posted to the a/cs. of their debtors 
and creditors only, no totals of Purchases or Sales ever 
being posted to their respective a/cs. Neither are the 
expenses nor the discounts posted from the Cash Book, 
and no Capital A/c. is kept. It will be seen that in such 
cases very little work is needed, in the way of posting, 
to obtain the advantages of Double Entry, which not 
only provides an accurate statement on a given date, 
but, through the. medium of the Profit & Loss A/c., 
shows how the profits have been earned during a given 
period. 

198. In Single Entry the only method by which it 
is possible to ascertain what profit has been made is to 
compare the total amount of the Proprietor’s Capital 
at a given date, with the amount at a subsequent date, 
any excess of Capital representing a profit and any 
decrease representing a loss during the period. To this 
end it is usual to prepare what is known as a Statement 
of Affairs, which is merely a list of Assets and Liabili- 
ties, on a given date, and is similar to an ordinary 
Balance Sheet, the principal difference between them 
being that whereas a Balance Sheet is constructed from 
a set of books kept by Double Entry and therefore 
provable, a Statement of Affairs is compiled from a set 
of imperfect Books, and such other data, as may be 
available, the arithmetical accuracy of which cannot be 
proved. For example, the Statement of Affairs of John 
Smith on the 1st January, 1914, was as follows : — 
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Liabilities. 


Sundry Creditors £3500 

CAPITAL 5500 


£9000 


Assets. 


Freehold Premises £2000 

Plant & Machinery 1000 

Stock-in-Trade 2500 

Sundry Debtors 3000 

Cash 500 


£9000 


On 31st December, 1914, Smith finds his Liabilities to Credi- 
tors to be £3750. His Assets were : — Freehold Premises £2000, 
Plant & Machinery £1200, Stock-in-Trade £2000, Sundry Debtors 
£3500, Cash £000. His drawings during 1914 amounted to 
£500, and the sum of £200 realised by the sale of a cottage was 
paid into the business. Prepare Statement of Affairs, also 
show what profit was made, and compile a Capital A/c. 


Statement of Affairs of John Smith on 31st December, 1914. 


Liabilities. 


Assets. 


Sundry Creditors . . . . 

.. £3750 

Freehold Premises . . . 

. . £2000 

CAPITAL 

.. 6150 

Plant & Machinery. . . 

.. 1200 



Slock-in-Trade 

.. 2600 



- 

Sundiy Debtors 

. . 3500 

- — — ^ 


Cash 

.. 600 


£9900 


£9900 






Capital of John Smith on 31st December, 1914 £6150 

Ad<f Drawings for the year 500 


6650 

Zess additional Capital paid into the business ... 200 

6450 

Deduct Capital as on 1st January, 1914 5500 


Profit of John Smith’s business for the year 1914 £950 


Dr. Capita! A/c. of JOHX SMITH. Cr. 


1914 


i £ 

1 1914 


£ 

Dec 81 

To Drawings for 


Jan 1 { 

By Excess of Assets 



5'ear 

500 


over Liabilities 5500 

„ 31 

,, J^alance o] Capital, 


Dec 31 1 

„ proceeds of Sale 



being excess 


1 

of Cottage.. ! 

200 


of Assets o\er 


311 

I „ Profit for year.. 

950 


Liabilities . . 

6150 

i 

! 



r 

16650 



6650 




1915 


|ii— 




Jan 1 

By Balance b/d. . . 

16150 
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Smith is not only ignorant as to how the profit of 
£950 has been earned, but he is also without informa- 
tion as to his turnover, or its relation to the various 
expenses incurred. Owing to the absence of any cheek 
on the aoouraoy of the figures, such as is afforded in 
Double Entry by the Trial Balance, numerous errors 
may exist in the above Statement of Affairs, for 
example ; — (1) Sundry Creditors undercast by £200', \2) 
Creditors for £250 not posted; (3) A portion of the Free- 
hold Land sold during the year for £300; (4) Sundry 
Debtors overcast by £100; (5) An unpresented cheque 
payable to a creditor, not deducted from Cash at Bank 
£150. These five errors would turn an alleged Profit 
of £950 into a Loss of £50 for the year. 

199. To convert a set of books from Single Entry 
to Double Entry at a given date merely necessitates 
the preparation of a Statement of Affairs, similar to that 
of John Smith, and the posting of the various Assets 
and Liabilities to their respective a/cs. in the Ledger. 
All subsequent transactions would then be passed 
through the books of Original Entry and posted in 
accordance with the principle of Double Entry. 

200. The Conversion of a set of books from Single 
Entry to Double Entry for a given period, such as 
those of John Smith, for the year 1914, if proper subsi- 
diary books had been kept, would involve (1) the 
journalising and posting of the Opening Entries from 
the Statement of Affairs on the 1st January, 1914, (2) 
the totaUing of the svibsidiary books and the posting of 
such totals to their Impersonal A/cs. ; (3) the posting 
and analysing of all the unposted items from the Cash 
Book, particularly Drawings, Expenses, and Discount; 
(4) the preparation of a Trial Balance; (5) the compila- 
tion of Trading, Profit & Loss, and Capital A/cs., and 
B/S. 

201. In practice, however, it will generally be found 
that books kept by Single entry are in a state of 



confusion, and that if subsidiary books have been kept 
they are of a \cry imperfect character. It then becomes 
necessary to analyse all the transactions in the various 
books for the period under review. The time and 
expense involved in such a laborious process is 
altogether out of proportion to the value of the informa- 
tion obtained so far as private purposes are concerned. 
Such an analysis would rarely be made except by order 
of the Court, for the special purpose of satisfying some 
legal requirements. The preparation of the analysis 
would proceed on the following lines : — (1) The com- 
pilation of a Statement of Affairs at the beginning of 
the period, say, 1st January, 1914; (2) Analysis of 
Sales Ledger, debtor side — (a) Opening balances, [b] 
Sales, (c) Other debits, such as dishonoured bills, 
interest, transfers, cash paid to customers, etc., id) 
Total. Credit side — (a ) — Cash received from cus- 
tomers, {h) Discount allowed, (c) Returns Inwards and 
Allo^vances, (d) Bills Receivable, (e) Other credits, such 
as bad debts, transfers, purchases, etc., {/) Closing 
balances, (g) Total; (3) Analysis of Purchases Ledger, 
Debtor side — (a ) — Cash paid to creditors, (b) Discount 
received, (c) Returns Outwards and Allowances, (d) 
Bills Pajable, (e) Other debits, (f) Closing balances, (g) 
Total. Credit side — (a) Opening balances, (b) Pur- 
chases, (c) Other credits, (d) Total; (4) When a Cash 
Book has been kept the figures should be reconciled 
with the Bank Pass Book, and the vouchers examined. 
If no Cash Book has been kept a total Cash A/c. must 
be prepared from the Bank Pass Book, and Wages and 
Petty Cash Books, and the analyses of the Ledger. 
Expenses and Drawings would, of course, be ascer- 
tained from the Cash Book, and charged to their respec- 
tive a/cs. ; (5) The totals or results of the analyses 
would all be posted to their respective a/cs. and a Trial 
Balance prepared; (6) Adjustments for Bad Debts, 
Depreciation, Expenses accrued. Payments in advance. 
Interest on Capital and Loans, should then be made; 
(7) A Final Trial Balance, Trading and Profit & Loss 
A/cs. and Balance Sheet can then be prepared. 
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Ruling for Analysis of Sales Ledger. Debit Side. 


FoK ! 

Opening 

Balances. 

Sales. 

1 Special Items. 

( 

j Total 

t 

I 

! 














Credit Side. 


Led. 

Fol. 

Cash. 1 

I 

Discount.! 

Returns ,1 

Inwards. | 

Special 1 Closing 
Items. fl Balances 

Total. 



■ 1 

} 

i 

i 

1 

f 

ii 

ii 


Ruling for Analysis of Purchases Ledger. Debit Side. 

I.ed. 

fol 

j Casli. 

( 

Drscount 

Returns 

Oui%>ards 

. RtiK 

1 Pa>ablc 

Special Closing 
Items. 1 Balances 

Total. 


1 

1 



' ( 

1 , ! 

! 1 





Credit Side. 




Led 

I'ol. 


Opening 

balances 


Purcha«ics 


Special Items. 


Total. 


The LANCASHIRE & CHESHIRE UNION ol INSTITUTES 
hold their o.vamin.ition every M.irdi, the entrance fee being- 2/6 
(or external students, A Syllabus may be obtained (post free 
lid.) from the Sdretary, Blacilriari Street, Manchester. 
The results are gener.ally announced about the end of June. 
The marks on the Junior Exainin.ation Paper are now appor- 
tioned as follows: theory 15, practical a/cs., — part 2, CO; part 


Lancashire and Cheshire Union, {f-.mior, 1007). 

Part I. 1. kVhat do you understand by : — (n) Capital, (i) 
Voucher, [c) bringing down a balance 2. Mention two or three 
w.ays in which a chenue can be crossed. 3. Wiat is a Bank Pas.s 
' n 
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Dcolv? Kxplain its use to a business man. 4. Rule the form of 
a Petty Cash Book, and enter an amount of £12 received by the 
jK-lty cashier on the 1st Mar., 1907, and the details of four pay- 
ments made by him for the week ended 8th Mar. Bring do\vn 
the balance. 5. On 1st Jan., 1907, John Smith had Cash £•“> 
10s., Cash at Bank iGO 10s., Goods £125, and IVm. Alton owed 
him £7. He owed .‘Irthur Roberts £27 10s. Journalise (only) 
the above. 

Part II. 6. On 1st Jlarch, 1907, Chas. Henry Smithson 
commenced business as a Grocer with £1000 Capital, of whicli 
i:9.j0 was paid into his Banking A/c., and £50 retained as Cash 
in hand for business purposes. Enter in the proper books, post 
to Ledger, and take out Trial Balance. 

kfar. 1, Purchased Goods at J. Robinson & Son's 

auction mait, and paid cheque £731 3 

Bought Office Furniture & Fittings for Cash... 33 - 

,, 9. Sold to Mrs. B. Vero, Goods 7 5 

,, 13. Purchased from Lipton’s, Ltd., Tea 2810 

,, 15. Purchased from J. G. Cooper, Sugar 13 5 

„ IG. Paid Lipton’s, Ltd., Cheque in full settlement 27 - 

,, 18. Goods bought at Robinson’s auction m’t for cash 10 • 

„ 19. Sold to Mrs. A. Harkcr, Goods 3 3 

,, 25. Reed, from Mrs. B. Vero, Cash £7, allowed Dis. - 5 

,, 29. Cash Sales for month 132 - 

Paid Shop Assistants wages for month (Cash) 6 0 

Paid Rent for month (Cheque) 6 - 

Paid Trade Expenses for month (Cash) 9 10 

Paid into Bank 103 C 

Part III. 7. Prepare P. & L. A/c. and Balance Sheet on 
31st March, 1907. Value oj Stock, £059 3s. 

Answer. — Gross Profit, £18 11s., Net Profit, Nil; Bal. ol Cap. 
£1000. Total of B.S. £1013 5s. Cash Balance, £23 19s,, Bank 
Balance, £280. 

Lancashire & Cheshire Union. [Junior, 190S). 

Part I. 1. Explain the meaning of the following :-^fa) 
Personal A/c., (h) Impersonal A/c., (r) Crossed Cheque, and give 
an exanqile of each. 2, What is the object of a Goods A/c., and 
how is it bal.anced? 3, Explain the difference between Cash dis- 
count and Trade discount. 4. On 1st April, 1908, James IV. 
Barlow had Ca.sh in hand £17 10s. Goods on hand, £50 10s., 
and W. Anson and Chas. Harper owed £20 10s. and £17 respec- 
tively ; Barlow had no liabilities, excepting Lloyd’s Bank, Ltd., 
to whom he owed .£17 lOs. Journalise (only) the above. 5, Make 
out Sam Jay's A/c. in your I.cdger in respect of the following 
dealings during .March, 1903; — Jfar. 2, Jay buys Goods from 
you £20; Mar. 8. Voit receive Cash from Jay on A/c. £15; 
Mar. 10. Vmi s..>l) Goods to Jav £10; Mar. 31."yon buy Goods 
fium Jay £2. 



Part II. 6. On 1st Jtarch, 1907, \Vm. Slater commenced 
business with a balance at his bankers of £1500, and Cash in 
office £225. Enter in the proper books, post to Ledger, and take 
out T.B. 


Mar. 1. 

2 
> J 

„ 5. 
„ 6 . 
„ 9. 
„ 12 . 
„ 15. 
„ 10 . 
„ 19. 
„ 19. 
„ 31. 


Purchased goods for Cash 

Paid for Office Furniture & Fittings, Cash 

Paid into Bank 

Sold W. Anson, Goods 

Received from iv. Anson on A/c 

Sold J. IVormald, Goods 

Received from J. Wormald £32 ; allowed dis. £3... 

Bought of Sims & Co., Goods 

Paid Cheque to Sims & Co. in full settlement 

Purchased from Emile Roberts, Goods 

Cash Sales for month 

Paid IVages by Cash 

Paid Rent for month by Cheque 

Paid into Bank 


£17.5 

10 

25 

142 

loo 

35 

35 

SO 

7G 

50 

20 

15 

10 

100 


Part III. 7. Prepare P. & L. .\/c. and Balance Sheet on 31st 
March, 1907. Value oj Stock, £12S. 

Answer. — Gross Profit, £20 ; Net Loss, £4 ; Balance of Caf. 
£1721; Total oj BfS., £1771. Cash Bal. £42, Bank Bal. £1549. 


Lancashire & Cheshire Union, {junior, 1909). 

Part I, 1. What is the use of the Journal? Give two examples 
illustrating the class of items which can bo passed through Uic 
Journal. 2. What is meant by “Consignment A/c,?” Albert 
Jones sends to Jamaica, on consignment a/c., goods of the value 
of £600. lie also pays for freight and insurance charges £22. 
What books would these entries be passed tlirongh and how? 3. 
\5Tiat do you understand by a “ Returns Book?” Make the 
rulings of such a book for a company who have a number ot 
returns, and whose business is divided into the three following 
departments ; — Woollens, cottons, silks. 4. William Robinson 
owes you for goods sold to him on 3nd July, 190S, £275 16s. On 
Gth July, 1908, he sends a bill for £125 due on Isl Oct., 190S, and 
also cash on a/c. of the balance, £62 17 G. On the 1st Oct., 190S, 
he tails to meet his bill, and you pay for noting the dishonoured 
bill 1/G. On 31st Dec., 190S, you receive from his Trustee in 
Bankruptcy a first and final dividend of G/8 in the £. Show 
William Robinson’s Ledger A/c. In your books. 5. What is 
meant by : — (.r) Gross Profit, (5) Ket Profit? .V man’s turnover 
for the year ended 31st Oct., 1908, is £12500, his Gross Profit is 
£2500, his Net Profit is £750. 'What is the rate per cent on the 
turnover for Gross Profit and also for Net Profit? 6. You supply 
Mr. Lloyd Asquith with goods of the value of £550, and he give’s 
you in payment a B/E. due on 1st J.an., 1909. On Isl Nov., 
1908. you discount the bill at the rate of 5% per ann, Ilow 
much cash will you receive, and give the entry that you will 
make in your cash book on this date. 
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Part II. 7. On 1st Feb., 1909, Henry Wood commenced 
business with the following Assets : — Cash in hand £50 1 6 ; 
Cash at Bank i£S64 7 6 ; Stock-in-trade £500 ; William JoAes 
£162 1 3; Jas. Slater £124 2 6. His Liabilities are: — ^Jobn 
Jackson £400 2 9 ; -4. Wilson £103 15 - ; Webster & Co. £156 IS -• 
Enter in the proper books, post to Ledger, and take out Tfial 
Balance. 


Feb. 1. Sold Goods to Wm. Jones £S0 13 

„ 2. Gave Bill to A. Wilson at 3 mos. in settlement... 101 - 

,, 3. Paid to John Jackson on A/c. by Cheque 100 - 

.. 4. Drew from Bank for Petty Cash 10 - 

,, 5. Cash Sales 125 

,, 6. Paid into Bank 150 - 

,, 9. Bought of Webster & Co., Goods 250 - 

,, 11. Reed, from Wm. Jones, Bill at 4 mos. in settlement 23(? 

12. Bought Office Furniture and Fittings by Cheque 50 - 
,, 13. H. Wood withdr’ws fromBank for private purposes 180 
„ 13. Pd. out of Petty Cash, Stamps, and Sundry Exs. 5 • 

., 15. Sold Goods to jas. Slater 2O0 - 

., 17. J. Slater returns goods, being inferior to sample 20 - 
„ 19. Paid Webster & Co. Cheque £300, Dis. £7 10 .... 307 10 
„ 23. Paid John Jackson on Afc. Cheque £100. Dis. £5 105 - 

,, 23. Received Rent from sub-tenant (> * 

23. Drew Cheque for £60, and paid Wages 57 - 

,, 23. Rent <iue to Landlord 3(> - 

Credit Capital with Interest C 10 

Depreciate Office Furniture i • 


Part III. 8. Close the a/cs., bring down balances, prep^te 
P & L. A/c. and B/S. on 2.?th Feb., 1909. Slock £484 10s. 

Answer . — Grots Profit, iOO : A’ el Loss, £31 16 3 j Bal. cj C<st- 
£394 13 9; Total a) BIS. £1326 1 6. Cask Balance. £-34 1 6, 
Bank Balance, £214 7 6. 

Lancashire & Cheshire Union. {Junior, 1910). 

Part I. 1. What do you understand by an “Inward Invoice? ’ 
Info what book would it l)e entered and to which side <A n 
personal a/c. in the ledger would the amount be posted? Ilov.- 
would it be dealt with for easy reference? 2. What is the differ- 
ence between “bankers’ discount” and “ true discount?” 4ou 
discount with your banker a B/E. at three months for £200, the 
bank rate being 4%. What .amount would your banker charge 
for discounting such bill? 3. Who are the parties to a B/E? 
Make out a B/E. showing tlie amount of stamp duty', drawn by 
K. Hindley on J. Thompson for £312 9s. 6d., dated 5th March, 
1909, at three months’ date. Show also the acceptance and 
endor.'cment of such bill. 

4. On tire 1st Jan., IDIO, John M-a^on supplies you with goods 
value £200.His terms are 5% dis. if you pay cash on the 3l5t 
Ian., or net if you pay by a six months’ bill dated from the 
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Isl Jan. Which method would you adopt in paying Mason’s a/c., 
assuming that on the 1st Jan., 1910, you had £400 in the bank 
on which interest was being earned at 3% per ann. ? Give reasons 
for your answer. 8, Define the following terms : — {a) Capital e.x- 
penditure. (b) Revenue A/c. (c) Depreciation. (<£) Mortgage. 
6. In taking out the balances of your books you find that your 
book-keeper has made the following errors : — ^£25 paid for office 
furniture has been debited to “Trade Expenses A/c.’’; Invoice 
for £23 for goods purchased has not been passed through books, 
although the goods are included in the stocktaking. Plow would 
you rectify these errors? 

Part II. 7. On the 1st Dec., 1909, the balances in Joseph 
Penn’s books stood as follows : — Cash in hand, £20 18 3d. ; 
Cash at Bank, £123 4s. 2d. ; Stock-in-trade, £517 8s. ; Fixtures 
& Fittings, £82 3s. There is owing to him by L. Mate, £35; 
W'illiams & Son, £26 10s. 7d. ; Kay & Co., £5 9s. He owes to 

II. Simpson, £408 10s. ; H. Taylor, £302 3s. Enter in the proper 
books, post to Ledger, and take out Trial Balance. 


1. Borrowed from W. Sykes on loan £100 - . 

2. Bought goods from H. Simpson for cash 23 12 8 

And for credit 55 G 2 

4. Paid into Bank 90 - - 

5. Reed. B/E. at 6 mos. in payment of L. Max’s a/c. 35 . . 

6. Sold to Williams & Son, Goods 87 10 - 

Sold Goods for Cash 12 . - 

8. Pd. H. Simpson on a/c. by cheque, £200 ; Dis.... lo - - 

9. Received from Williams & Son, cheque on a/c., 

which was paid into bank same day, £50 :dis. 2 10 - 

10. Received Credit Note from H. Taylor for goods 

returned 38 2 8 

11. Sold Goods to H. Taylor 100 1 6 

12. Drew Cheque for Petty Cash lO - - 

13. Bought stamps out of Petty Cash 3 10 - 

15. Bought of William Smith, Goods 03 1 6 

18. Repaid W. Sykes by cheq., being £50 part 

repayment of loan, and £1 int. to 31st Dec. .. 51 - - 

20. Reed, from Kay & Co. in settlement of their a/c. 6 2- 

22. Reed, notice from Official Receiver that L. Max 

has been made bankrupt and has no assets. 

23. Paid Salaries out of Cash 8 - - 

28. Paid Carriage out of Petty Cash - IS fi 

31. Railway a/cs. due but not paid 5 8 - 

Joseph Penn withdraws for private purposes ... 15 - - 

Credit Capital with Interest 2 - - 

Depreciate Fixtures & Fittings 2 3- 


Part III. 8. Close the a/cs., bring down balances, make out 
P. & L. A/c. and B/S. Slocb on ^tsl Dec., tgoq, £480 2s. lOd. 

Answer . — Gross Profit, £28 8 8; Net Loss, £22 7 10; Bal. of 
Caf., £64 12 2 ; Total oj BjS., £630 10 8. Cash Balance, £1 7 7, 
Bani Balance, £2 4 2. 
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Lancashire & Cheshire Union, {/miser, lOIlj. 

Part I. i. What do you understand by : — (a) Lien, (/<) 
Insolvent, (c) E. and O.E.? 2. Explain the moaning and effect 
of the words “ not negotiable ” when written across a cheque. 

3. On 1st Jan., 19U, A. Mansion, Manchester, .sells the follow- 
ing goods to .M. Archer, Leeds : — 2 cwt.s. best sugar at X12 per 
ton, subject to trade dis. of 10% ; Ij cwts. butter at Lj per cwt., 
subject to trade dis. of 20% ; 2 gross eggs at 9d. per doz., sub- 
ject to trade discount of .9-3}% : o cwts. I)aton at £0 10s. I>cr 
rwt., .subject to trade dis. of 25%. Terms 2]% monthly. M.r!:o 
Invoice. 

4. On 1st Feliruary, 1911. Messrs. Hhodcs & Co., Slochjxirt, 
<irew a. Il/E. U{>on John Ellis, of Liver(>ooI, for .£.')2.5 at •} 
months' date, which was duly accepted p.ayable at the Man- 
chester & County Bank, Livcrpot^l ; after acceptance tlie bill was 
endorsed to Albert Blackston, Preston. Draw the B/E. showing 
acceptance, endorsement, and st.amp duty. 

6. Referring to the previous question, supposing the bill at 
due date was returned dishonoured, and the endorsee arranges 
with the acceptor to accept a new B/E. dated the duo date of the 
one dishonoured, at 4 months plus interest at 5% per ann, for 
the period and 2s. fid. expenses. Make the Journal entries in 
the books of the acccjitor. 6. What is a Trial Balance, and what 
are its uses? 

Part n. 7. On the 1st Jan., 1911, L. Huntley commenced 
business with Assets ; — C.isli in hand, £3*2 ISs. 9d. ; Cash at 
Bank, £133 IGs. Id. j Goods on hand, £412 Ss. ; M. Saunders. 
£.38 10s.; E. Hartley. £5.3 18s.; S. Eearnley, £PG 12s. Sd. ; 
Horses & Carts, £53. Liabilities: — A. Knowles, £219 Ils. Cd. : 
and \V. Close, £291 12s. Enter in the books, post to Ledger, 


and take out T.B. 

1. Bought Goods for Cash £25 10 - 

2. Rccd. from M- Saunders, Cheque for his afc. and 

allowed him 5% discount 

4. Sold Goods to S. Eearnley for Cash 12 19 .3 

Do. do. do. on Credit .33 1 S 

5. Accepted A. Knowles’ B/E. at 4 months 21911 C 

G. Reed, from S. Eearnley cheque, and pd. s.ame into 

Bank, £S2; allowed discount, £4 12s. 8d 8612 8 

S. Sent Credit Xote to F. Hartley for goods damaged 9 7 G 
9. Sold Goods to M. Saunders 4318 - 

10. Bought Goods from W, Close 18 3 5 

11. Sent Cheque to W. Close, £142 10s. ; Dis. allowed 710 - 

12. Bought a new Horse, and pd. for same by cheque 21 - - 

13. Paid Wages by cash ’ 10 5 - 

1,3. Received Cheque on a/c. from M. Saunders 20 - - 

18. Paid into Bank .35 - - 

20. Returned Goods to W. Close, not up to sample ... 5810 - 

22. Paid Cash for Carriage 7 10 G 


23. M. Saunders failed and paid a composition of 
Gs. Sd. in the £ into our banking a/c. ' 
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23. L. Huntley pays bis private a/cs. by cheque .£15 - - 

.31. Peprecl.-tte Horses & Carts 2 8- 

Cteciit Capital with Interest 1 10 - 

G.as and Water A/c. due 911 0 


Part III. 8. Close the a/cs., bring down balances, make 
out 1’. & Ij. A/c. and B/S. Stock on 31f/ fan., 1911, £355 6s. 4d. 

Answer.— ffrorr Profit, £58 5 4; Net Prop, £12-0; Bal. ot 
Cal>.. .£298 10 C ; Total of BjS. £G2& 18 11. Cash Balance £24 4, 
JIank Balance .£80 3 5. 

Lancashire & Cheshire Union. [Junior, 1912). 

Part I. i. E.xplnin the meaning of the following : — [a) Days cr 
gr.ace. (6) Books of original entry, (r) I'lxed assets. 2. E.xplain 
what is meant by the “ Imprest system ” of keeping Petty Cash. 
Clive a form ot ruling suitable for a firm who pays postages and 
telegrams, travelling expenses, and sundry expenses out of Petty 
Casli. 3, lYhen closing a manufacturer’s books on the 31st Dec., 
1911, you are requested to provide for depreciation at 6% on 
I’l.ant and Machinery standing in the books at £2500, at 7^% on 
I^oose Tools & Utensils standing at £750, and at 5% on Office 
Furniture standing at £100. Show the combined Journal entry 
necessary to do this. 

4. On 31st Dec., 1911, a merch.anl’s Cash Book showed his 
balance in Bank to bo £242 16s. 8d. His pass book, however, on 
that date showed a balance to his credit of £310 9s. 6d. On 
checking the details with his cash book he found that the follow- 
ing cheques issued by him before the Slst Dec., had not been 
presented: — J. Pickles, £10 6s. 6d. ; T. W.allis, £52 14s. 2d.; 
and W. Martin, £30 2s. 4d. He also discovered that an amount 
of £25 12s. 2d., shown by his cash book to have been paid into 
the bank on the 3Ist Dec., had not been credited to him by the 
bank until 1st Jan., 1912. Draw up a Reconciliation Statement. 

3. Rule a form of Sales Day Book suitable for a business with 
four separate departments and enter therein two specimen 
entries. 6. State what you consider is the order in whicli the 
Assets of a firm should appear in the B/S. Give reasons for 
your answer. 

Part II. 7. The position of B. Salt on 1st Feb., 1912, was as 
follows : — Assets ; — Cash in hand, .£24 3s. 6d. ; Cash at Bank, 
£312 8s. 9d. ; Bill Receivable, due 10th I'eb., £8G 10s. ; G. Thorp, 
£21 6s. 8d. ; W. Stott, £59 6s. 6d. ; Office Furniture, £62 15s.; 
Goods on hand, £522 7s. Liabilities : — J. Firth, £218 9s. 6d. ; 
J. Holroyd, £371 3s. 4d. Enter in the proper books, post to 
Ledger, and take out Trial Balance. 

1. Reed. B/E. at 2 mos. from W. Stott in settlement 


of his a/c £59 5 6 

2. Sold Goods to E. Evans for Cash 81 6 - 

Paid into Bank 100 - - 

3. Bought for Cheque, roll top dc.sk 5 5- 

6, Drew and cashed cheque for Office Cash ......... 20 - • 
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6. Paid Wages and Salaries in Cash il8 10 - 

9. Paid Bill due 10th inst. into Bank 86 10 - 

12. Bought Goods from J. Holroj’d 110 9 8 

Paid J. Firth, by cheque, which with discount 

settled his a/c 207 11 - 

14. Sold Goods to G. Thorp - 290 3 4 

1.5. Gave J. Holroyd a B/E. for 371 3 4 

18. Reed, from G. Thorp a cheq. which was pd. into 

bank same day, £295 183. 6d. ; allowed dis... 1511 6 

21. Paid in Cash, Carriage outwards 3 8 G 

25. Bought Goods for cheque 70 8 G 

Sold Goods to W. Stott 62 12 8 

23. W. Stott returned part of Goods invoiced on 25th 20 6 8 

B. Salt draws a cheque for private purposes 18 10 - 

29. Charge depreciation of Office Furniture 15- 

Rates and Taxes due but not paid 6 8 6 


Part III. 8. Close the a/cs., bring dotvn balances, make out 
P. & L. A/c. and B/S. Stock Valued at £339 19$. lOd. 

Answer . — Gross Profit, £50 10 - ; Net Pro ft, £16 5 - ; Bal. nj 
Caf., £496 18 7; Total o/ B‘,S., £985 - 1. Cash Balance £3 11, 
Bank Balance £473 2 9. 

The LONDON CHAMBER of COMMERCE examinations arc 
usually held about the middle of May each year, the results being 
announced about the end of July. The fee for the “Junior"’ 
Examination is 2/6. A copy of the Syllabus may be had, free 
of charge, from the Secretary, Oxjord Court, Cannon Street, 
London, E.C. 4 . 


Exercise 44. {L.C.C.. Junior, 190S.) 

(Ex. No. 44 was formerly an exam, paper of the R.S.A.) 

1. What is the principal book of account? 2. K. Help is in 
the habit of entering all his transactions into daily record books, 
keeping two of such books, one for each alternate day. On 
Tuesday he would hand to his book-keeper the book containing 
the record of transactions which took place on Monday, and so 
on. The book-keeper is required to enter these transactions into 
their proper subsidiary books and post the same to the Ledger. 
Into which subsidiary book, if any, would each of the following 
items be entered. Give your reasons shortly and conci.sely. 
(Instead of rewriting the particulars of each item the candidate 
may refer the answer to the letter preceding each item). 

{a) Started business with £1000 cash with which 1 opened an 
a/c. at Parr’s Bank. 

(5) Purchased from Geo. Head, office furniture and stationery 
for which I gave him a cheque for £50. 

(r) Drew from the Bank for petty cash, £5. 

{d) Purchased from .4. Kaye goods value £50, terms 5% at one 
month. 

{«) Ordered Goods from R. Gee to the value of £100, terms cash 
on delivery. 
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(/) li. Geo dclucrccl goods {e) which were in order, gave hint 
cheque. 

(f) I'urchavcd from I'.. Smith goods value £200, terms 5% one 
month, 2J% three months. 

(/.) Sold H. Jones goods value £90. 

[1) .\cceptcd E. Smith’s draft £150 at 4 months from 4th Sept. 

[1) Sold to A. Green goods value £100. 

(hi) Keturned to E. Smith goods invoiced to me at £20, which 
were not up to sample. 

(h) Drew on B. Jones for £90 at 3 months. 

(o) A. Green returned to me goods which were damaged £20. 

(/’) raid Railway Company’s charges £5 by cheque. 

{</) Received B. Jones’ .acceptance £90 (ii). 

(r) Received cheque from A. Green £70, allowed him Dis. £1. 

(4 Drew cheque for personal use £5. 

(/) Handed to Bankers (or collection, B. Jones’ acceptance due 
£90. 

(n) B. Jones’ acceptance £90 returned to me dishonoured. 
Noting charges 1/6 debited my a/c. by bankers. 

(t(>) Raid travelling o.\pcnscs out of casli £2. 


3. On 30th March, 1009 

!, the balances in my books were . 

— 

Dr. Balances— 


Dr. Balances continued— 


\ Climr 


IhJIs Rfrciv ihitt 

£250 


00 

Repnirs and Rcnev-als of Plant 


C. Paper 


and .Moclunery 

50 

^lock, i«t jan , lOOS 

1000 

Bank Dnlanrc 

500 

Purch'i<cs 

3W 1 

I PettN Cn^h in hand 

10 

Rent. Rales amt laxcs 


Cr. Balances— 


\V.ij*cs in (actorv 

SCO I 

I V Box 

£00 

Salaries 

oo I 

I R Green 

300 

Morse Keep and hire 

50 

SaV s 

4V)0 

Trade Expend ^ 

30 ; 

I Bills f*a>able 

200 

rurntUire ^ Vixluns, 1st Jnn 

400 

\ Smith. 1 nan A/c 

son 

Phnl & Machinery, l<l Jnn. 

COO 

‘ Capital A/c 

IJOO 


On 31st JIarch, 190S, the following cash tr.ansactions toolr 
place : — Received from C. Paper, Cheque £85 lOs., allowed him 
Dis. £1 10s. 

B/R. £50, E. Kaye, under discount at my Bankers returned to 
me dishonoured. Noting charges 1/G debited by Bankers. 
Paid R. Green’s a/c. £300, loss 5% discount. 

Discounted with Bankers, Bills Receivable £250. Bankers 
charged for Discount £4 10s. 

Paid by Cheque, Salaries for month £30. 

Drew Cheque for private a/c. £50. 

Paid A. Smith Interest on loan to date £5. 

Enter the Cash Book and post. Slock 31sl March, 190S, £900 
Charge for Depreciation 5% per ann. on Furniture and Fixtures 
and 10% per ann. on Plant and Machinery. Prepare T.B., 
Trading, P. & L. A/cs. and B/S. 

Answer . — Gross Profit, £400; Net Profit, £86; Bal. oj Cap., 
£1536; Total a! B.S., £2436. 
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fexercisc 45. {L.C.C., funior, 1900.) 

(Ex. Xo. 43 was formerly an exam, paper of the R.S.A.) 

1. State the objects of the following books and the methods cf 
using the same, upon the basis of the double entry system : — 
Cash Book, Purchases Book, Returns Inwards Book, B/R. Book. 

2. Some of the balances in John Jones’ ledger on the 1st Octo- 
ber, 1907, were: — Owing to: A. Fell £300, R. Lion £165; 
Owing by : B. Smith £171, Seal £300. B/P. £200; .Stock on 
hand £55-5; Rent due £7.5; Petty Cash in hand £18; Cash at 
Bank £350 5 -. Open ledger, enter in proper books, post and 
carry down balances. 


Oct. 1. Bought of A. Fell, Cloth £180 - - 

Bought of R. Lion, Cloth 335 - - 

., 4. Sold to A. Seal, Cloth 220 - - 

,, G. Sold to B. Smith. Cloth 112 lO - 

,, 8. Paid A. Fell, bt' cheque 300 - - 

„ 10. Accepted R. Lion's draft, £500, at 3 months 

., 13. Reed, from A. Seal, cheque £292 lOs. ; Dis... 7 10 - 

Paid cheque for Rent 'lo - - 

., 15. Sold A. Seal, Cloth 118 5 - 

„ 18. Sold B. Smith, Cloth 21G10 - 

., 20. Drew on B. Smith for £500 at 3 months 

., 23. Discounted B. Smith’s acceptance at my 

Bankers, who charged Discount £4 

,, 24. Paid Bills Payable 200 - - 

,, 26. Bought of R. Lion. Cloth 250 - - 

„ 28. Sold to B. Smith, Cloth 225 10 • 

„ 31. Drew Cheques : — Salaries £30, Petty Cash 
Expenditure for month £16, Drau-ings £40 
B. Smith returned Cloth damaged 25 - - 


3. On 30th June, 1903, after the first twelve months’ trading, 
W. Boyce obtained from his books, etc., the following informa- 
tion : — ^He had stock in hand on 30th June, 1903, £2000. Ills 
purchases and wages had amounted to £15000, and his sales to 
£16500. He had paid or brought into a/c. Rent, Rates & Taxes 
£7.53; Salaries £400; Travelling Expenses £.300; Travellers’ 
Commis-'ion £360; Trade Expenses £482; Carriage Outwards 
£150. Discounts allowed by him £250; Discounts received by 
him £225. After allowing £15 for depreciation, the Furniture, 
etc., was valued at £'285. Private drawings amounted to X'700, 
Book Debts due lo him £4000, Creditors (including Bills Pay- 
able) £2500. Cash at Bank and in hand £715. Prepare the T.B. 
(bringing into a/c. IV. Boyce's cap. at commencement, whi.'h is 
the .sum required lo complete the T.B.) Also prepare Trading 
and P. & L. A/cs. and B/S. 

Answer . — Gross Prof.!, £3500; A'cl Prof., .£1015; Bah o! Ccf., 
£4500 ; Toial of BfS., £-7000. 

5. What is a contingent liability? Gi\c an example. 
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Exercise 40. [L.C.C. Junior, 1910.) 

(Ex. No. 46 was formerly an exam, paper of the R.S.A.). 

1. On 1st July, 1900, George Field, who commenced business 
as a merchant, borrowed, free of interest, from H. Tree X750, 
which he paid into the London Hanking Co., from whom he 
received a cheque book containing 60 cheques. Pass the entries 
through the books, take out a T.B., prepare Trading, P. & L. 
A/cs., and 13/S. 


July 2. Drew from Bank for Petty Cash i£10 - 

Purchased from A. Smith, goods 750 - 

,, 4. Sold to B. Tree, goods 375 - 

,, 8. Purchased from A. Smith, goods 1500 - 

A. Smith drew on G. Field at 3 mos. for 1125 - 

,, 10. Sold to B. Tree, goods 900 - 

„ 11. Drew from Bank for Petty Cash 2210 

,, 13. 13. Tree paid by cheque 525 - 

„ 14. Consigned goods to G. Tom, Paris, onowna/c. 750 . 

„ 18. Purchased from A. Smith, goods 1050 - 

Drew from Bank for Petty Cash 2210 

,, 21. Sold goods for Cash, paid same into Bank 20 • 

,, 23. Sold Goods to B. Tree for 3 mos. bill 450 - 

„ 24. Repaid by cheque, the debit of an a/c. in Geo. 

Field’s name with tlie City Banking Co 81 15 

Returned to A. Smith soiled goods invoiced at 75 - 

„ 25, Drew from Bank for Petty Cash 22 10 

Paid A. Smith by cheque 750 - 

,, 27. Discounted with the Lxindon Banking Co., 

B/R, ^450, and was charged for 510 

„ 31. Received from G. Tom, A/S. of consignment, 
together with draft on Abel & Co. for net 

proceeds, which was paid into Bank 825 - 

Paid A. Smith by cheque 750 - 

Received from B. Tree, invoice for agreed price 
of Office Furniture & Fixtures, which sum 
was placed to the credit of B. Tree’s a/c. ... 75 - 

Sold B. Tree, goods 625 - 


Summary of Petty Cash payments for month : — Salaries, £20 ; 
Trade Exs., £21 10s.; Fire Insurance paid on 8th July, £6; 
Personal Drawings, £25. Outstanding liabilities not yet brought 
into a/c. were : — Printing and Stationery, £22 10s. ; Office 
repairs, £7 10s. Accrued liabilities were : — Gas, £2 ; Rent, 1 
month at £300 per ann. Stock, 31st July, £400. 

Answer , — Gross Profit, £195 ; Net Profit, £159 15s. ; Bdl. oj Cap., 
£53 ; T of at of BjS., £1835. Petty Cash Balance, £5, Bank 
Balance, £905. 
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2. State the errors, if any, which appear in the following T.B. 
made out by a merchant’s clerk for the year ended 31st Pec-, 


1903. 

Capital A/c £2000 

Sundry Debtors £1000 

Sundry Creditors 800 

Goods A/c 1250 

Trade Expenses, Kent, &c 500 

Salaries k Wages 300 

(•oodwill 500 

Bank Overdraft 500 

Furniture & Fixtures 200 

Drawings A/c 450 


Leasehold Premises, value 1st Jan., 1909 1600 

3. What are the principal books of account in a merchant s 
office? State very briefly their uses. 4. WTiat do you nnder- 
.stand by “reconciliation of bank balance?” What is the pro- 
cedure to effect it? 


Exercise 47. {L.C.C., Junior, 1911). 

(Ex. No. 47 was formerly an exam, paper of the R.S.A.) 

1. A. Land’s books on 1st Jan., 1910, contained the foUowi^ 
balances: — Debtors: B. Grass, £180 3s.; C. Tree, £160; D; 
Fence, £309 17s. Creditors : E. Green, £200 10s. ; F. Leaf, 

15s. B/P. : due 13th Jan., £131 63.; due 15th Feb.. £131 5s. 
B/R. : due 4th Jan., £180. Stock. £1262. Petty Cash, £10. C»* 
at Bank, £321 15s. Furniture and Fittings, £45. Find Land s 
Capital on 1st Jan. 2. Open the Ledger of A. Land with me 
above and enter the following transactions in the proper subsidi- 
ary books; post to the Ledger, make T.B. and prepare Trading, 
P. & L. A/cs., and B/S. Stock, 31st Jan., £1X0. 


3. 

4. 

5. 
8 . 

11 . 


12 . 

14. 

15. 

17. 

19. 


Sold to D. Fence, 15 civts. Coffee @ 100/- per cwt., 100 
chests Tea, 2000 lbs. @ I/IOJ per lb. 

Handed to Bank for collection, B/R. £180, due 5th Jan. 
B/R. duly collected and credited to a/c. 

Drew cheque for Petty Cash, £30. 

Pd. E. Green and F. Leaf respectively cheques in settlement 
of their a/cs. after deducting from each dis. at the rate 
of 5%. _ 

Received of B. Grass, cheque £l71 2s. 6d, to settle his a/c 
Reed, of C. Tree, cheque for the amount of his a/c. less 2J-A. 
Drew cheque for Petty Cash, £30. 

B/P. due this day, met at Bank, £131 5s. 

Bought of E. Green, 120 cwts. of Coffee @ 65/-. 

Handed to Green acceptance at 3 mos. net for amount. 
Sold to C. Tree 80 cwts. Coffee @ 92/6, 320 chests Tea, 


6100 lbs. @ 1/lOJ. 

22. Drew cheque for Petty Cash, £30. 

21. D. Fence paid by cheque £300 on a/c. 

25. Bought of F. Leaf, 1000 chests Tea, 20200 lbs. at I/-. 
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26. Paid F. Leaf by cheque, £200, and handed him two accept. 

ances for the balance of his a/c. in equal moieties at 2 
mos. and 3 mos. respectively. 

27. Drew on D. Fence at 2 mos. for the balance of his a/c. 

29. Drew cheque for Petty Cash, £30. 

Received of Fence his acceptance of draft sent on 27th. 

31. Sold to B. Grass, 100 cwts. Coffee @ 91/6, 200 chests Tea, 
2100 lbs. at 1/8. 

C. Tree returned (not up to sample) 100 chests of Tea, part 
of his purchase on 19th Jan. Sent him C/N. 

Payments from Petty Cash during the month were : — 
Personal drawings, £60, Salaries, £40 ; Carriage and 
postage, £l0; Petty expenses, £12. 

Answer. — Gross Profit. £515 10; Net Profit, £455 15 9; Bal. of 
Caf., £2295 15 9 ; Total of BfS., £3627 - 9. Petty Cash Balance 
£S, Bank Balance £386 13 9. 

3. Define the following ; — Bill of Lading. Business Capital. 

4. Rule a form of Petty Cash Book suitable for a small manu- 
facturing business. 

Exercise 48. (L.C.C., Junior, 1912). 

(Ex. No. 48 was formerly an e.xam. paper of the R.S.A.). 

1. Enter tlie following transactions, for February, 1912, in the 
proper books, post to the Ledger, and extract a T.B. A. Samuel, 
Coal Merchant, being about to retire from business, arranged to 
sell to J. Parker the Assets as they stood on 1st Feb., upon the 
following terms : — (a) Goodwill £500, to be discharged by four 
acceptances of £125 each, dated 1st Feb., 1912, at 2, 4, 6, and 8 
months respectively. (f>) Stock on hand. Rolling Stock, Horses, 
etc., to be paid for by cheque on receipt of the valuers’ certifi- 
cates. (r) Fittings and Fixtures £100, to be paid for by cheque 
on 1st Feb., 1912. (if) The book debts to be collected by J. 
Parker on behalf of A. Samuel. All the book debts collected in 
each month to be paid to A. Samuel on the last day of the month 
in which they were collected, less 5% on the total amount 
collected during the month. 

1. J. Parker paid into the London Banking Co., £3000. 

1. Paid A. Samuel cheque for Furniture and Fittings, £100. 

2. Sold E. Mallett & Co., 50 tons Derby Coal at 25/- per ton. 

3. Drew cheque, £50 for Petty Cash. 

5. Received certificate that the value of Stock of Coal on hand 

at 1st Feb. was £853 6s. Sent K. Samuel cheque in 
accordance with agreement. 

6. Sold L. Bide 160 tons Kitchen Coal at 22/0 pec ton, and 80 

tons Welsh Steam Coal at 28/- per ton. 

6. Reed, from E. Mallett & Co., cheque for debt owing on 31st 

Jan. last, £55. 

7. Reed, certificate that the value of the Rolling Stock, Horses, 

etc., on 1st Feb., was £950. Sent h. Samuel cheque in 
accordance with agreement. 
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® In A. Wolf. iJ Kill. Sl'O '■>' liiii’hl'if!r fnt! n: 

■Jl, i>^r t-m. > n 

i’aitl Iv) thi'iiiK nnti Sn*>!ra!i''<* Xi’J nn r<jnMg!S' 

ii.< nt io \\< if 

D. if IfirJn Ct, , .V<(l r! Cn?) n{ 

{uT Ion. 

10. I'.'tid by (iK'q.j.- Ifaiiv..-,-. fo.N n/c. XI2a for carfi- 

.lyc o! H'.il [ninli.n^.xi from D.-rhy Mii'.iiifC Co. 
fri.in I). .Sinirt. ih’-q f .r .• r. line !o A. Pnrnuil, 

12. .lircined Ibrli.- Mnnn': !'<• ^ ilr.ifl nl 2 in!-., iS.Mifl 
I i ll. , for io\! pnni.asi'I on thn; ilay, 

H, Sold tii J . .Mal'iit loo tun* Kilrhen Co.i! at 2.1/- J'"'' 

tun ant! .Vj ton-- tiirhv Ci'a! at 20/- {►•r ton. 

17. Pri'W on 11 .M.allftt A t'.i, at 2 moi.. fin-ti this fl.att” fpt 
i-mnimt o: their a c. 

21. Ilciiipht of the Wt-ldi r.,llier% f'o . IpOO tons ro.al at 1.1/- p*- 

ton, ternii 2>'' tiii-ttimit in one vvi'ti:. 

K. M.alirst A <'o. returned dr.afi forwarded to them on l?tft 
I'eb. iiti'iif’iied .and nt in its p’.ace their r)t.aft for n 
'imil.ir amount anejned l.v Smith fc Sons, svhicli J- 
Parlor jil.aeod under di-r.«int at the l^indon ll.anVihR 
Co. who chnrt:<d £3 for discount. 

22. Uccd. of A. IVnlf, ol Kiel. A/'^. of (’onsignmcnl with «iffht 

draft on .Ifontagiie a. <'o.. for net proceeds, £530. 
llantleil drall to l.onilnn llanhing t'o. lor collection. 

2C. Paid hy clieque Welsh t'oiliers Co., the amount of their .a/c. 
21 ^. Sent cheque to .V. Samuel in v-lilcment of debts collected on 
his behalf, lc.-s ,1%. 

Paid bv cheque Cl. W. /<v. Co.’s chargee £300, for carriage 
'if Welsh Coal. 


2. What comment, if any, hate you to m.ikc on the T.B, below? 


Goodwill 

£200 

Capital .Account 

Furniture and Fittings , 

. 100 1 

n. John«^on 

Horses, V.ans, etc 

. COO i 

Rovaltv .Account 


, 200 ( 

iIHlh Tavable . 

Goods Account 

. 400 


Cash 

. 50 


Bank 

. 4.50 


Bills Receiv.able 

.. 200 



£2.500 



X*00 

700 

SO 

750 


£2300 


3. Define the following terms: — Rebate, Tare, Premium. 
Tiarvation. ?. Sketch the B/E. mentioned in Question 1, 3lst 
Keb., as having been received from E. Alallett fc Co., showing 
the signatures which appeared upon it when it was handed to 
the I.ondon Banking Co. 



Exorcise 59, {Sociely oj Aits, Inter., 1693.) 

A. How arc the following classes of Accounts closed? : — 
Personal A/cs., Discount A/cs., Goods A/cs., P. & h. A/cs. 

B. April 1st, Black borrows £150 from White and accepts 
his draft at 3 months for the amount. White discounts this 
acceptance a month later with the A'otable Discount Company. 
Give the accounts as standing in Black’s and White’s Ledgers 
respectively. 

C. On 1st January, 1893, John Andrew, hotel proprietor, 
commenced business with the following Dr. Balances: — I'rechold 
Premises, £5000 ; Bank balance, £1 IIS 17 6 ; Cash in house, 
£155 18 2; Furniture & Fittings, £450; Wines, spirits, ale, and 
minerals, £243 15 10 ; Tobacco and Cigars, £35 - 3 ; Poultry, 
meat, &c., £5 lO 2 ; Groceries, £27 18 0 ; Sundry stores on hand, 
£142 8 7; Sundry outstanding visitors’ a/cs. £50 7 10. 

He owed: — ^John Smith, £172 8 8; Amos Jones, £9 18 4; 
Wm. Taylor, £23 5 6; Jas. Watson, £41 18 6; Sundry persons 


£92 17 4. 

Jan. 1. Received cash from visitors £40 5 G 

„ 1. Paid into Bank 100 - - 

„ 2. Paid W. Taylor, cheque 23 5 G 

„ 2. Paid James Watson, cheque 38 - - 

„ 4. Bought of Walter Berry, carpets G2 5 - 

„ 4. Paid J. Smith, cheque £1.50, Dis. .£3 118 153 11 S 

,, 5. Reed. cheq. from J. Sims for amount written 

off last year as a bad debt I74) 815 - 

,, G. Bought of Fred Wilkinson, sundry stores ... 28 1311 

Paid cash £28 5 -, dis., Ss. lid 28 1311 

,, 7. Paid A. Jones by cheque 918 4 

,, 8. Bar and Billiard room receipts for week 36 14 5 

9. Paid into Bank 60 - - 

„ 11. Paid poor rates by cheque 13 5 

„ 11. Paid James Watson by cheque 318 G 

„ 13 Received statement from Wilfred Simpson 

for carriage hire on a/c. of visitors 4 3 9 

„ 13. Paid W. Berry by cheque 62 5 - 

„ 14. Received cheque from visitor, gave him cash, 

and paid cheque to bankers 25 - - 

,, 14. Bought of A. Jones, cigars, as per invoice, 

subject to 2J per cent discount 50 - - 

,, 15. Bought Furniture of Wm. Dunn 1.3217 6 

., 15. Received C.Jf. from him for old furniture in 

exchange 38 5 8 

,, 15. Paid cash for sundries 61811 

„ IG. Paid cash on a/c. of washing for visitors ... 3 9 4 

,, IG. Bought of J. Smith, wine in bond 63 17 6 

Pd. II. M. Customs duty on same, cash (180) 1510 - 

„ 18. Paid A. Jones by cheque (see Jan. 14) 4815 - 

„ 18. Sundry bar and billiard room receipts 42 10 " 

,, 19. Paid gas a/c. casli 9 


Taylor, Poultry, S:c., per his be 
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Jan. -2. lioiiglit of J. Walson, groceries 2 8 - 

„ 22. Paid for Sundries in casli 42 17 7 

„ 23. Received Statement from \V. Sitiipfon for 

Carriage hire on a/c. of visitors 5 2 .3 

Paid Iiim cheque 4 3 3 

„ 25. Paid J. Watson cheque i22, dis. £1 2 8 23 2 8 

., 25. Paid Tav-lor cheque £28 12 2, dis. ill 3 2 ... 20 15 4 

2G. Sundry bar and billiard room receipts 4.511 3 

„ 23. Bought for cash, sundries 1518 5 

,, 29. Bought of J. Smith, ale .as per invoice 23 10 - 

Paid him cheque £22 5 dis. £15 2310 - 

,, 30. Sundry bar and billiartl room receipts 3G 9 6 

Cash received during January from visitors' 

bills and paid into b.ank 339 II 7 

Credit interest on c.apital 30 - - 

Wages and Salaries due this day 24 3 4 

Depreciation on Purniturc (82) 4 10 - 

Sundry outstanding visitors' accounts 47 211 


Stocks ■. — li'iKci, spirit!, ales, minerals. £109 13 2 ; 
J'obaero and Cij;ors, £53 8 8; Poultry, meat, &“C , 
£376; Groceries, £18 15 2 ; Sundry Stires, £49 1811 

Answer, — Trial Balance £7900 ■ 1; S'ef Loss £.59 3 1; Bat. oT 
Cap. Aje., £71 GO 5 Total of BiS., £7305 2 10. Cash 
Balance £59 - 8, Bank Balance £1421 9. 

Exercise 50. (Society oj Arts, Inter., 1894). 

A. “ Forty lakhs of remittances on India were offered for 
tender, but the only res[xmse vv.as an application for R.s. 2GOOO in 
Bills at 1/3 with the result that the Council made no allotment.” 
(Times. City Article, October 5th, 1893). Comment on and 
e.xplain this paragraph. B. Define " Bank R.ate.” How is it 
settled? What objects are sought by its advance or reduction? 

C. The following shows the state of affairs of Messrs. John and 
Joseph Tough, ironwork contrartors, at Jan. 1st, 1894. Credit 
each partner with 5 per cent, interest on his capital, and carry 
the amount of the profit or loss in equal shares to their respective 
capital accounts. All payments over £5 by cheque; under that 
amount in coin ; all receipts paid into bank same day. Liabili- 
ties : — Capital — ^Jobn Tough, £13057 14 1 ; Jos, Tough, £15950 
1 G. Creditors — Peter Jones, £923; John Smith, £1027 16 
Hy. Brown, £-4.50; B/P. No. 391, £1000; No. 392, £850 10 
Instalments reed, on current contracts : — No. 124, Wessex 
Bridge, £960; No. 125, Mercia Tanks, £1845; No, 126, Canlia 
derricks £2460. Mortgage on premises, £15000. (See par. 191, 
also 193 and 194). 

Assets'. — Freehold works, £'20000; Plant, machinery & rolling 
stock, £5260; Bankens, £2456 1 9; Office Cash, £84 7 4; B/R. 
No. 24S, £3G5. Debtors: — Thos. Tiger, £1254 9 3; Edward 
Eagle, £1215 10. Current contracts — rvalue of work done : — No. 
124, £1530 2 9; No. 125, £3160 10 4; No. 126, £5130 12 8 ; No. 
^“’7, Devonia viaduct, ;^15 10; Materials on hand, £6241 17 6. 
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]an 1. Bought ot J. Smith, 100 tons plates @ £" ... £700 - . 

2. Paid him cheque 1200 - - 

\ Do. bill at 2 mos. (172) 500 - . 

„ ! 3. Paid rates and taxes 31 7 6 

,,14. Received payment, Bill No. 248 (146) 365 - - 

,, 16. Received instalment, contract No. 125 ... 1000 - - 

„ C. Paid Sundry petty expenses 4 16 - 

,, 1(). Paid fire insurance 32 1 6 

., 8. Took contract for Anglia girders, No. 12S ... 1250 - - 

„ \. Paid bill No. 392 (146) 850 10 - 

,, i. Bot. of P. Jones for Cash, 45c\vt. rivets @ 32/- 72 - - 

Xtaferials supplied to date ; — Con. No. 124... 248 15 - 

' No, 125 £132 7 6, No. 127, £315 9 8, No. 123 264 7 6 

„ 111 Received of Thos. Tiger, cheque 400 - - 

„ 12. Contract No. 126 completed and passed and 

balance of contract received 3500 - - 

Partners’ drawings £500 each (78) lOOO - - 

,, 13. Bought of Henry Brown for 2 months bill, 

SO tons angles @ £7 10 (172) 376 - - 

,, 13. Drew chq. for wages pd. this day ; Con. No. 

124, £222 6 Con. No. 125, £107 5, Con. 

No. 126, £5 15 6, Con. No. 127, £128 IS 6, 

Con. No. 128 52 3 4 

,, 16. laid Henry Brown, £430, Dis. £20 ... 450 - - 

,, 17. Feceived of Edward Eagle 1200 - - 

-Allowance on settlement 15 10 - 

,, IS. Ricci ved instalment on Contract No. 124 ... 500 - - 

,, 21. Btt. of Stephen Spicer, timber as per inv. 142 3 6 

,, 22. Re-cived instalment, Contract No. 128 ... 350 - - 

,, 23. Received sundry cash sales 18 1 6 

,, 24. Partners’ drawings ; John Tough (78) 150 - - 

„ 24. Paid Peter Jones ... .; 600 - - 

„ 25. Paid bill. No. 391 due this day (146) 1000 - - 

„ 25. Reed, of Thos. Tiger, bill at 3 months (171) 841 3 6 

„ 20. Paid to S. Spicer, £140. Dis. £2 3 0 142 3 6 

„ 27. Drew dieq. for wages pd. this day, Con. No. 

124 £125 19 4, No. 125 £22 11, No. 127 

£173 7 11, No. 128 230 4 4 

„ 27. Reed, net proceeds sale by auction of loose 

plant, Con. No 120, value m books, £350 186 IS - 

,, 27. Paid office salaries for month 27 10 - 

,, 37. Received instalment Contract No. 127 1000 - - 

,, 28. Con. No 125 completed and passed. Final 

bal. due £2100. Instalment received 1050 - - 

,, 29, Paid half-year’s interest on mortgage (191) 300 - - 

,, 31. Materials supplied to date ; — Con, No. 124 831 15 - 
Con. No. 127, £463 10 -, Con. No. 128 . ... 15917 6 

,, 31. Paid Water Rate 10 4 6 

,, 31. Paid inspector’s fees. Con. No. 125 31 10 - 

,, 31. Paid off Ffortgage (191) 2000 - 

Depreciation of buildings (82) 5410 - 

,, of plant and machinery 24 6 - 

Int, on Cap., John £54 4 -, Joseph £63 15 3. 

Stock ot Materials, £4833 16 8. 
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Answer.-" /'■Ji?/ X'-l.'rdC IS 1: Vrof-,! tm i.m, ! 

X'M!tO 10 2, < v?(. 120 .ter, a fi lO; cn MtiftrirU - 

.\ fl rrofit i’l2Tli 1 1: /V.r,’. <•/ Cat, ilnUO fi >; 

fartr- iiOIO.'i 7 :). rata! H/S. lU'/Jl' 11 II. ,r„',v 21!'.: 

Cash J!a!aatt .c7ll 111; Hsnh /iatatna l'.'I7h2 2 10. 

Esereisc 61. [Si'n'eiy a! ji>/s. Ifjtr., > 

A. I'xpl.iin >l>e fiillijttiiip Iimihs;— Ni.! 
iiblc liv < Statut'.' ul l.iniilaiiiins. C. Ai! 

a;;cnt 'js.;tios al.Kaji !r\ .hctitu:-* raui clay, and u^u-aily tlc>? c'r.O- 

t<( each mo'illi .ilwul OO are tiirii-nf .inci m’t ye! {.weenie! a! lh< 
Hanlr. Whal iiit’.iiis ’.viaihl ynn ihinl: l.^rvi t.i enearr .a i/rre.;! ti -i 
of these tailstnntliin; (. hccjiies 0:1 llie first ciiiy of the sitrtreciiojj 
nnmth? 

C. Tlic followinf: wa.s the •.tatenent of .affairs <i Arthur 
.Vchcr, wine increhnnt, on iUst ];m.. IfiOO (par. 7£l). l.ssliUiie! •. 

. v.-v Mit i»it:r I1’ fit-y I'l.rii <mT 1/t .. 


Mills 1 IJ. 

Ovcrdr.aU at llauhets, i-lflil 5 ; Concia ft l.isiy.'n 621 17 0 

Driiitt nn<e, X62G 10 ■; Sundry Creditors . ll-'lfi lO ,h .* 

Cas>ilal ‘l-'fOl I" *1 

.'\jtet3 ; — Stcvlc in bond, in cell.ars and with .aftejits.. .207016 

Hills Receivable — No. 101. i;i:)7, N’o. 10.'>. XoO IHT - - ■ 

Stock on Coiisicnineiit with Henry Hart. .'lontreil S7l U' fi 

KiiroR.i Club, i;l6.‘) G .. C.r.ant ft Green 72 13 • 

Sundry Debtors — A{;cnts. £11U 0 C; Trade .\/cs. ... 2210 3 0 


On I'cb. 1st, the biisino.ss was transferred to Hrutc llalfonr on 
the followinR terms. The c.ap.. together with .a preuinn) of XfiOp 
lor Goodwill, to lie paid on taking posses.sion, in codi itlCGl 2 0, 
nnd three I’/Ti. for X'lOOO. ilOOO, and i'loOO at H, I. and C nms., 
any of which might he retired .at any time less s rch.ale of G%. 
ll.'dfonr taking all the Assets with all profits .snd risks, nnd 
undertaking to discharge .all liabilities. Oliej and close the 
a/cs. for diese {larticulars and the following transactions of 
Halfour. Receipts paid bank same d.ay, and all p.aytncnts, tihloas 
otherwise, stated, by cheque. 

I'cb. 1. Raid Cash into Hankers {liallpur’s Cttital] £3000 - - 


Delivered to Arthur Archer, cheque ICGl 2 6 

Delivered to A. -Archer, 11 P/N'. Nos. 213, <1 

nnd 5, for £1000, £1000, .and ORWO 3500 - - 

Drew cheque for office cash 50 - • 

,, 3. Drew Hill, No. lOG, (5. 3 nios. on Europ.a 

Club wdiidi they accepted (171) 1.50 - - 

,, 3. Sold Kirk ft Co., wines .as {icr invoice 7210 . 

„ 4. Received Cash, sundry trade debt? collected 23S • - 

,, 7. Paid traveller’s commission and (.vpcnscs... 14 • - 

Sold Kirk ft Co., 10 cases chamii.agnc 3S10 - 

„ 10. Accepted Concia ft Co.’s bill (§> 3 mos. (172) 700 - - 

Paid them cheque ,f 12417 G 

,, 12. Reed, from Hy. Hart A/S. of consignment 

With .sight draft net proceech (17G) .!.... 03G 17 G 

,,15. Paid Loc.al Hoard Rate.s . 8 14 

Paid law costs transfer of business ........ 23 G S 
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Feb. IS. Received payment of bill No. 104 (14G) ... £137 - . 

\ Sold Lord Lingrove wines as per invoice... 185 . - 

19\ Reed, of Kirk & Co., cash £109, dis. £2... Ill . . 

\ Shipped on consign!, to H. Hart wines(174) 742 - . 

1 Raid shipping charges, freight, insurance 13 12 6 

,, 21.\ Sold Europe Club 10 cases claret at 45/- ... 2210 - 

,, 25. Paid off bill No. 245 under rebate (169) 1461 - 10 

1 Accepted Druitt & Duse’s draft @ 3 mos. 500 - - 

,, 28. )Pd. Book-keeper & month’s wages office cash 28 9 4 
^tar. 1. 'Reed, of H. Hart, on a/c. of consign!. (176) 450 - - 

,, 3. iKecd. of Sundry agents, cash as per C/B.... 284 - . 

,, 3. ®ot. of NuelU & Co., 10 pipes port for 4 

I months bill 580 - . 

„ 5. Sold sundry persons wine, as per day book 421 5 - 

,, 7. Paid sundry trade creditors, as per C/B.... 356 10 - 

,, 9. Reed, of Ochoa&Co. wines on consignt.(178) 74615 - 

Paid dock charges (178) 5 9 6 

„ 12. Rose’s bill returned dishon’red&noting(166) 50 1 6 

Drew cheque for office cash 20 - - 

,, 15. Sold Lord Lingrove further wines 81 15 - 

Received his cheque on a/c. for 125 - - 

,, 17. Reed, first and final dividend, 17/6 in the £ 

from Grant & Green {95a) 63 13 2 

18. Sold out of bond goods consigned by Ochoa 825 - - 

Charged Commission 5% 41 6 • 

Remitted them 7 days draft in settlement... 778 5 6 

„ 20. Bot. of Druitt & Duse, 40 cases champagne 120 - - 

„ 22. Paid bill No. 241 (146) 187 16 . 

Reed, cash, sundry agents 203 5 - 

,, from Rich. Rose, for bill & exs. 50 1 6 

,, 24. Sold Enropa Club for cash, wine 39 15 - 

Received cash, sundry trade a/cs 234 7 4 

,, 26. Bought of Nuelti & Co., claret 7810 - 

Claimed on them for ullage (leakage) of 

claret, claim allowed 5 - - 

26. Paid them cheque, £69 11 6, dis. £3 18 6... 7316 - 

,, 31. Pd. month’s wages & petty exs. office cash 29 G 6 

,, 31. Paid quarter’s rent, office and cellars 25 - - 

Stoch-in-irade, valued at cost 2341 4 6 

Answer — Trial Balance, £10497 10 5; Profit on Wine, £100 4 6; 
on Consignment, iVo. 1, £62 7 -; Met Profit, £107 8 6', Bal. of 
Cap Ajc. £3107 8 0. Total of BfS., £8785 19 3. Cosh Balance 
£12 2 8, Banh Balance £1681 - 8. 

Exorcise 62. {Society of Arts, Inter., 1897). 

A. Explain dearly the difference between Guaranteed, Pre- 
ference, Ordinary, and Deferred Stocks. How would you keep 
the Cap. and Revenue A/c. of a Reserve Fund Investment in some 
of them where occasional changes by purchases and sales take 
place? How would you value the stocks at the close of each 
year? B. What are fteal A/cs.? Have they any other name? 
How are they closed? 
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C. The “C!a\ shire Tjle” is a week!} Xewspipcr, The 
I’rnpnctrir's lielTricc Siicet, on Dec. 31st, lt*fiG, ihowcd Trade 
Debts o'ting b\ him i23S 17 1, Suhscription Ordert rcccivtd but 
not fiibnilcd £201 5 G, HiIU Taj able .Vos IS and 19, £120 !tr.d £70 
14 4 rcspcctisel} , Omng to Tender it Co., JDKiS 7 C, .ind to 
Snonb.all a lleli iCfS 9 His Trading Property consid'd o( 
Trechold Premises, M.adiioery and Ttxcd Plant il»72£; 10 •; 

I i.xturcs, l)pe .md Stereos XjC7 10 Amounts owing hy Sun- 
dry .\gents i'lsT 10 Debts due from Adserlisers £71 9 5; 
Paper Stock il02 Ij G, Ink, U rappers and other Stock TSS 7s. 
Cd. , Ca4i at HanV i.'>37 1 10, in OSice il7 2 G; Stamps ilG 8 -. 
You are desired to determine his Cap., open proper A'cs., and 
record and post thereto the folloning trans.actions. After that 
\ou mil bal the .\/cs , and dran out a T.B , P. & L. A/c., and 
ll/s. for the period of tno months ending I'cb. 27lh, lfc97. All 
c.ash receipts paid into Bank the same day ; .and all payments, 
nnliss oihermse st.''lcd, made by cheque. 

Jan. 2. Paid for fw^tage stamps i!2o - - 

,, S Hetd cash, sundry agents, a> per Ca'h Bo)!. IHlj 8 
Discounts and returns for papers unsold ... 21 7 5 

,, 12 Recciied subscriptions in adiance as per 

Siib'Cription Order Book . . ... 291 0 G 

,, IS. Bot of Ponder iV Co , paper for 2 mos. Bill 14G 19 • 

„ 21. Paid for stamps 55 . - 

„ 25 Bought of Snowball lY Bell. Ink 1512 • 

„ 29 Ueceiscd cash from agents . .. . ... 31 7 9 

Discount and returns allowed them 10 10 10 

,,31. Produition a 't paid editors and contributors 19 9 - 
,, paid compositors, m-achining, 

and oTice wages ... . 41 - - 
,, „ paid sundry exs , office cash 911 7 

St.amps used for subscribers’ copies per book 73 10 - 
Adsertiscmcnt orders for month as per Adver- 
tising Journal — Cash recd. with adverts. 11314 G 


Credit accounts 14217 - 

Received c.ash, sales over counter 13l 7 4 

.S.ales to agents for month per Agents’ Book . 135 6 6 

Production a/c.. News Agency telegrams paid 

as per Telegrams Book 31 17 - 

Teb, 1. Paid Bill No. 16 due this day (14G) 120 - - 

Pd. Powder & Co , J;i33 - G ; dis. £5 7 133 7 G 

Paid sundry trade accounts owing 59 10 - 

„ 2. Received cash, waste paper sold 17 4 4 

„ 3 Reed, payment credit advertisers’ a/c. 4115 9 

Purchased for cheq printing office fixtures . 12 10 - 

„ 4. Received cash, additional sub'criptions .... IIG 7 G 
,, 5. Bot. of Powder & Co., p.aper for 3 mos. bill ... 231 15 - 

Received cash for old type sold 11 4 6 

„ G Paid for stamps 32 - - 

„ 9. Bot. of Snowball S: Bell, ink rollers 30 5 8 

„ 13. Received cash from agents 93 10 6 

Discounts and returns allowed them 27 5 7 
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Feb. 6. Reed, cash, advertisers’ credit a/cs ^75 10 . 

1 Proprietor’s Private drawings (71) 200 - - 

j,'p 0 . Reed, cash, waste paper sold 10 4 C 

,, 23. Bought of Snowball & Bell, ink 2011 6 

i Paid BiU No. 19 (146) 7614 4 

„ 24. Received cash from agents 24 3 7 

) Discounts and returns allowed 4 16 6 

,, 26. Paid Snowball & Bell, £116, dis. £4 18 2 ... 120 18. 2 

,, 27. Received cash, sales over counter 128 4 5 

Paid gas consumed in January 15 3 8 

' Paid for stamps 30 - . 

,, 27. Advertisenj’t orders per Advertising J’rnal: 

Credit of £83 2 6, cash reed, with adverts.... 152 9 0 
Production a/c,, pd. editor and contributors 50 2 - 
„ „ pd. compositors, machining 

and office wages 47 15 - 

,, ,, paid office cash, petty exs.... 6 19 

Stamps used for subscribers’ copies 69 7 - 

Sales to agents for month 140 10 6 

Production a/c., pd. News Agency telegrams 42 - - 

Depreciation of building, machinery & plant 32 10 - 
,, fixtures, type, & stereos (82) 18 9 6 

Stock ot faper on hand 220 10 6 

,, ink, wrappers, and sundries 15 3 3 

Liability lor Subscriptions unlulpUed 284 17 6 

,, lor serial adverts, not yet appeared 21 15 9 
Trial Balance £7510 18 10. 


Dr. 


1897. 
Jan. 31 
Feb. 27 
27 

27 


Subscriptions A/c. (Ex. 52.) 


To Postages 

„ Postages 

,, Sttbscritlioiis 

twfuthlled cld....' 
„ Tramfer lo 

Sales Ale 


Cr. 


JP, 

s 

a. 

1897 


£. 

73 

[Q 

. 

Jan. 2 

By Balance b/f. 

‘M 

63 

7 


.. 13 

,, Cash 

294 




Feb. 4 

„ Cash 

IIG 


17 

G 




184 

4 

- 




611 

18 

6 



611 




Mar. 1 

By Subs, unfulfilled 






b/d. 

284 


B.!d. 
51 0 


Dr. 


Sales A/c. (Ex. 52.) 


Cr. 



£ 

s. 

d, 

1897, 


£ 

s. 

d. 

To Transfer to 




7an.81 

By Cash Sales 

m 

7 

4 

P. & L, Ale. 

747 

8 

7 

Feb, 2 

„ Waste Paper 

Vi 

4 

4 





», 20 

„ Waste Paper 

10 

i 

0 





» 27 

,» Cash Sales ......... 

128 

4 

5 





27 

„ Aleuts for S.B. ... 

276 

19 

• 





.. 27 

,, SubscrlptionsA/c. 

184 

4 

* 

s. 

747 

3 

7 


£ 

747 

3 

_ 
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TRADING & P. & L. ACCOUNTS. 

226. A TRADING or MANUFACTURING A/c. 

partakes of Uie nature of a Profit & Loss A/c. in which 
the openingf Stock and the more immediate or direct 
cost of produotion alone, and not of distribution; is 
summarised. The items to be thus debited to the 
Trading' A/c. are hi ought from their respective a/cs. at 
the end of the peiiod on balancing, and may consist of 
(1) Opening Stock. (2) Purchases of raw materials or 
finished goods, or materials con.sumed in the process of 
manufacture, after deduction of Returns Outwards. (3) 
Packing materials, canvas, boxes, bags, cases, crates, 
straw, paper, string, labels, &c. (4) Carriage, cartage, 

transport, fi eight and shipping charges. Some account- 
ants charge Carriage (Inwards) on Purchases to tlie 
Trading A/c., and Carriage (Outwards) on Sales to the 
P. & L. A/c. (.1) Coal, Gold, or other Mining or Patent 
Royalties or Concessions Rents ; as well as the working 
costs of mining, developing, hauling, winning, milling, 
tramming, cyaniding, surface damages, &c. (6) Cus- 

toms or Excise Duties. (7) Coal, coke, and other fuel, 
wiien extensively used in the process of manufacture; as 
in the production of earthenware, bricks, metal ware, 
&c., otherwise in the P. & L. .A/c. (8) Manufacturing 

or pioductiv'C Wages. 

227. The credit side of a Trading A/o. only contains 
the Sales or Output, less Returns Inu'ards; Commis- 
sions received, and closing Stocks. In some manu- 
facturing concerns the net value of “ Materials con- 
sumed ” is given, thus indicating that the stock has 
been deducted from the materials purchased; conse- 
quently the stock must not appear in the Trading A/c. 
only in the B/S. In gold mining only the gold produced 
must be credited to the Trading A/c.; while gold ore 
in stock; not having been crushed, &c., and made sale- 
able, must not be shown as a profit, but merely an 
asset. Trade Discount is usually deducted in the Pur- 
chases or Sales Books, and the net amount only posted 
to the ledger a/cs., but where the trade discount has not 
been so deducted, it should aj>pcar in the Trading 



Account, bill Trade or ticneral KxpcnscF, by reason of 
tlicir iTiisccIIaneotis character, sliould be placed in the 
T. ;vr L. A/c. A Trading A/c. is balanced like an 
ordinary Goods A/c., the stock of materials and mann- 
facUired goods being credited and the difference, which 
is either a gross profit or a gross loss, being carried 
down or tiansferred to the Profit & Loss A/c. 
working or distributiyc expenses of tbc busincs.s must 
be debited to tlie Profit & Loss -A/c., and any other 
income ctcriitcif, the dt^eiencc being a net profit or a 
net loss. 

228. In establishments' where there arc departments 
in respect of which it is desirous to ascertain what 
profits they each realise, it will be necessary to keep 
separate Trading and P. & 1,. .A/cs., and to apportion 
and debit against each department its share of the 
Standing Expenses or Establishment Charges, viz- ■ — 
Rent, taxes, insurance, depreciation, lighting, power, 
warehouse, and office salaries, cash discounts, Src. As 
in the ca.se of a Trading A/c., these various items relat- 
ing to the cost of distribulian ate, of course, only trans- 
ferred from the subsidiary A/cs. to the P. & L. A/c. 
when balancing. Tlie P. & L. A/c. has thus a moment- 
ary existence; it is opened only to be immediately 
closed. When insurance is paid in advance it is pre- 
ferable to show it as a deduction on the Dr. side of the 
P. & L. A/c. when possible; in other eases it must be 
entered on the Cr. side. 

229. The division of the Profit & Loss A/c. into 
two sections is usual in large businesses, the first sec- 
tion being used for tlie establishment charges (which 
may be sub-divided into mill charges and warehouse and 
office charges), and the gross profit brought down from 
tlie Trading A/c. The second section of the P. & h-. 
-A/c. shows on the Cr, side tfie balance brought down 
from section one and any rents or dividends received; 
and on the Dr. side such expenses as do not affect yOur 
trading, for instance, partners’ salaries, interest on 
capital, income tax, &c., as well as the disposition or 
appropriation of the net profit. The advantage derived 



249 


from thus dividing and sub-dividing the Trading and 
r. & L. A/cs., is in being able to watch readily the 
percentage of profit, and to compare the percentage 
earned during one period with that earned during 
another. 

230. The authors have pieparcd some printed and 
ruled foolscap sheets with a mow to illustrating and 
facilitating the working of exertiscs, showing Trading 
and P. & L. A/cs. and B/S., and will forward a com^ 
plcte set on receipt of 1/2 Addiess P 0. Box A. ay, 
Huddersfield. These sheets arc very useful for bush 
ness men when pieparmg their own a/cs at the 
peiiodical balancing. 


Dr. 


Sales A/c. 


Cr. 





t £ 

Jth 01 

B> Sundries as per S B 1030C 

leb 20 

, Ditto 

BISS) 

Mir 31 

Ditto 

7E23 

Apn) 30 

„ T>jilo 

mi 

Mi^ 31 

, Ditto 

fries 

June 30 

„ Ditto 

9705 

Jul> 31 

,, Ditto 

inioi 

A«i. 31 

,, Ditto 

mr 

Sept 30 

, Ditto 

10039 

Oct 31 

„ Ditto 

5907 

Nov 10 

> Ditto 

44C0 

Dec 31 

„ Ditto 

6403 



£ 06873 


Dr. Trading A/c, for the \ear ended 31st Dec , 1921 Cr. 


1 o stock, Ut Jan , 192f, viz — 
Matenils in process Al72.>.'i 

1 " 

1 

B> Sales 

Lens Returns 

£00853 

313J 

i £ 

1 mlsbed Pieces 1W28 

33C83 1 

, Commission Work 
,, Stock. o?sf Dec .192J 


, 03731 
365 

„ Materials consumed 

3G%9 1 

— 

,, Dyetvares consumed 

210a 

1 Materi lis m process £15264 


„ Chemicals, Soap, sue OiI,&.c 

ICOb 

Finished Pieces 

16933 


„ Outwork 




1 32202 

,, Packing MalenaJs 
„ Carriage and Freight 
„ Manufactui mg Wages 
n Gross Profit earned to 
Profit & Loss A{c 

22^ 

942 

19816 

253S0 



1 

j 

£ 

126288 



12G2S8 



Dr, Profit & Loss Ale, for the jcar ended SKt Dec., 1D21. Cr. 


To Ejlatiishment Charges (Mill)— | 
Mill Managers SUan-s £1000 

Mechanics , Joiners , and 
Plumbers’ NVrff:' s . 40.‘i 

Watchmen s and Time I 

1 eepers’ Wages 12" 

Coaland Moti\e Power iy#C 

Rents, Rates, Taxts, Gas 
& Insurance 

Mill Turnlshings Repair*-, 

& Tenessals of Machirer> ICfti 
Mill Building Repairs 174 

Stables 140 

Cards 4H1 

Incidental Trade Lxj)#*!! es iO'j 
Dep-eciatlon, Plant it i 
Machinery ISSO] 


Establishment Charges, 
(Warehease and Qfftce>- 
WaTchouse& Office Salaries 
Travellers’ Salaric* vt. Pxs 
Kents, Rates, Taxes, G^s 
&. Insurance 
Stables 

Incidental Trade Btpenses 
Commission 

Depreciation, ^.^actho^se 
L Office Fittings 

I Central Charges— 

Bank Charges 
Discount on Sales £1GS9 
Resen B for Discount 700 

Bad Debts 79 

Doubtful Debts R se^^e 70 


BALANCE carried dozen 


I21b 

3U 

lU 

270 

il0 

10 ' 


239 


149 


To Partners’ Salaries 
,, Interest on Loans and Capital 
„ Loss on Investments 
,, income Tax 

„ KetPrcfit/orrAr>rnr, vir — 


By Gross Prohl 
Trading A/c 
, DKcouni on 
ebat' s 



I 2197 i 

/ 


10039 

/ 


liMiOV 


£2Clu7 

£1700 

2100 

(,6 

200 

By Balance b/d . . • . 
,, Dividends rcc( ived 
„ Ufcnis rt.ct.i.Bd . . 

£1C039 

300 

27 

rzoo 




£ 

23^ 

72T 


C303CG 


231. A BALANCE SHEET is a statement showing 
in summarj' form the various debit and credit balances 
standing in the books at any given date (after collecting 
into the Trading and Profit (t Loss A/cs. all balances 
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rclnling to Revenue), the items in the Balance Sheet 
being so grouped and classified as to show clearly the 
financial position of the concern at the date of the state- 
ment, It is compiled fiom the Trial Balance by arrang- 
ing together only such items as represent Assets (Dr. 
balances) and Liabilities (Cr. balances), supplemented 
by Reset ves, Unespired Charges, and other sundry 
items for which adjustment has to be made, lists of the 
Debtors and Creditors having first been made, and the 
total amounts of each being entered as Sundry Debtors 
and Sundry Creditors. A Balance Sheet must not only 
show whether tlie business is solvent oi insolvent, and 
the amount of the Capital; but also of tvhat the Capital 
consists. Trading Capital or Assets is of tuo kinds — 
Fixed and Floating. The term Capital must not be 
considered as referring onh to the excess of assets over 
liabilities. Capital includes the amount of credit a 
poison is able to obtain on B/P., open a/cs., loans or 
moilgagcs. In the B/S. on page 255 the Trading 
Capital is C21033 7s. 4d., while the Traders’ or Pro- 
prietors' Capital is onlj £11259 Ids. 2d. 

232. Fixed Capital or Assets is the property wdiich 
you, as Capitalist, retain in your possession, and use in 
the carrying on and conduct of your business. For 
instance : land, buildings, plant, machinery, tools, 
fixtures, horses, carts, goodwill and permanent invest- 
ments. While a hoi sc u'-ed b\ a tradesman for ordinary 
business purposes would be fixed Capital, one in the 
hands of a Horse' Dealer would become Floating or 
Circulating Capital or Assets, whicli consists of pro- 
peily a capitalist exchanges or deals in, buys and sells, 
in the ordinary way of business with the object of 
making profit. For example ; Stock-in-Trade of cveiy 
description, Money in whatever form, and book debts. 
Machiners in the hands of a Machine Broker, Land 
owned by an Estate Company, Shares held by an 
linestmeiit Company , would all be Floating Assets. .So 
far as they are available. Assets of this nature form the 
Working Capital of the business in which they are 
employed. 
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233. Items placed on the Assets side of the Balance 
Sheet may be further divided into the followingf four 
classes : — (1) Realisable, such as Cash and those Assets 
which may be realised either at short notice or within a 
reasonable time, including' marketable securities, debts 
due to the business, shares in dividend-paying com- 
panies, Stock-in-Trade, Freehold and Leasehold Pro- 
perty, Loans on Mortgage, etc. (2) Assets imrealisable 
except as a going concern, such as Buildings erected 
for a special purpose. Fixtures and Fittings, Plant, and 
Shares in non-dividend-pa)'ing companies. Assets that 
are Intangible, some of them unrepresented by expendi- 
ture, and therefore largely fictitious, such as short 
Leases, unexpired Insurances, Rates, Taxes, &c., Trade 
Marks, Patents, Copyright, Goodwill, Development 
Expenditure, Preliminar)’ Expenses. (?) Losses, such 
as a deficiency on the Profit & Loss A/c., or any special 
loss brought into the Balance Sheet. 

23?. In preparing a Balance Sheet the items must 
be grouped, ranked, or marshalled in a consistent 
manner. No definite rule can be laid down for mar- 
shalling the items beyond stating that there are ttvo 
principal methods adopted in modern business. The 
first method is that in which the .Aissets are so arranged 
or marshalled according to their availability for the dis- 
charge of the Liabilities. That is, those Assets which 
may be readily realised come before those which are not 
so readily convertible into cash. The three items, Cash, 
Bills Receivable, and Investments — total £7462 1 11, 
shown in the Balance Sheet on page 255, would be 
called Liquid Assets, on account of the fact that they 
are immediately available or realisable for the payment 
of Liabilities. The Liabilities must be displa 3 'ed in the 
order in which they would be required to be met, the 
Capital coming last. This arrangement of a Balance 
Sheet is generalU’ adopted bj- banks and financial 
undertakings (see page 257), also by the smaller class 
of ordinarj' traders or firms. 

235. The second method of marshalling the items 
is almost the reverse of the first method, the most un- 
rcalisable assets, such as Property, Fixtures, Machin- 
>, being put first, and Bills Receivable, Investments, 



and Cash last, as shown in the example on page 250 
'I'ins metltod is the one adopted by some private busi- 
nesses, and by most Limited Companies, wiiosc Capital 
is generally staled first on the left-hand side of the B/S., 
followed by the various Liabilities. The Nominal or 
Registered or Authorised Capital is the maximum 
amount which a Limited Company has power to raise; 
say. 50,0(K) shares of £1 each. Issued or Subscribed 
Capital i.s the amount offered and subset ibed for, and 
oon.scqucntly allotted in shares or stock to the .share- 
holders; .say, £-iri,000, thus leaving £5,000 Unissued 
Capital to be issxied at a later date, if necessary. The 
Called-up Capital is that portion of the Subscribed 
Capital which is nccessar) in order to carry on the busi- 
ne.s-s of the Company; say, 10s. per share = £22,500. 
The Paid-up Capital is that pan of the Called-up Cap- 
ital which has actually been received in cash by the 
Company from the shareholders; .say, £22,400: one 
shareholder having failed to pay the " call ” made upon 
him. 

236. The question now arises, docs the following 
B/S. on page 255 .show jou to be free fiom financial 
embarrassments? 5'es. Why? Because while your 
Current Liabilities (Sundry Creditors on B/P. and 
Open A/cs.), cannot possibly exceed £5373 11s. 2d., 
you have Liquid Assets to meet them amounting to 
£7402 Is. lid.; suiplus £2088 10s. 9d. Had your 
Liquid .Assets, however, only amounted to £500, even 
though your other assets had been correspondingly 
increased, your financial position would have been con- 
sidered unsound, inasmuch as you would have been 
unable to meet readily the demands of your creditors. 
Such a B/S., while showing you to possess the same 
amount of capital, would nevertheless indicate w'hat is 
known a.s Overtrading, which means- purchasing beyond 
your capital; or trading without adequate means 
actually at command. 

237. If you had occasion to place the B/S. on ])agc 
255 before your Banker with the object of negotiating a 
loan you would find that in forming his estimate of your 
financial position, he would depreciate your stock at 
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least 10%, Plant, &c., 50%, Premises and Fittings, 75%, 
and totally disregard the Goodwill. Business premises 
are generally most difficult to dispose of when forced 
upon the market; Goods, Plant, Machiner}’ and Fit- 
tings, when put under the hammer, are often sold at a 
great sacrifice, while Goodwill is generally unsaleable. 

238. In preparing Trading, P. & L. A/cs., and B/S. 
from exercises it is ad^.isable, first of all, to make a 
T.B., remembering not to include therein any of the 
\arious adjustment items, relatwe to reserves, depreci- 
ation, &c,, which are generallj given eitlier at the begin- 
ning or the end of the exercise. When reserves and 
depreciations have to be pro\ided be careful to show 
them both in the P. & L. A/c. and B/S. Where 
depreciation has been provided for in the a/cs. before 
the preparation of the T.B., it must be noted that the 
Real A/c. affected has been charged and that the net 
amount of the asset will appear among the Dr. balances 
of the T.B.; therefore if it is desired to show such 
depreciation in the B/S., it must first be added to the 
amount as shown In the T.B., and then deducted. Care 
must be taken not to charge excessive depreciation in 
respect of capital additions during the period under 
review; for instance, supposing Machinery A/c. stands 
on 1st Januarv- at £5000, and, during the following 
June, additional Machinerv is purchased of the value of 
£300, the depreciation to be reckoned on the annual 
balancing in December (unless otherwise stated), would 
not be 10% on £5500 for twelve months, but would be 
iCf^o per annum on £3000= £300; plus per annum 
on the £500= £25, the latter being for six months onlv. 


Dr. 


Machinery A/c. 


1921 1 
Tan I 
Junc20 

j 

To Bahnce b/f t(W 

„ Cash for Additions tOO 

1 

IWl 

Dec'si i By 

t 

J 

Dcnrccntion — 1 
10%on£5000 JC*KX) 
lO^yOn £500 £2.*] 


i 

. . i . 

hain) ce c/d^ 

19-.^ 

1 

i 4*500 

To Balance^ _ b/d 4T75 

i 
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239. ERRORS, their Discovery and Rectification. 
If the totals of the Trial Balance should disagree yon 
must first of all carefully recast them in order to satisfy 
yourself that the error is not in the totalling. Then 
compare each item in the T.B. with the respective totals 
or balances, some of which j'ou may have omitted to 
carry to the T.B., or placed in the wrong column 
thereof, or it may be that ‘;ome of the totals or balances 
are themsehes incorrect. If still undiscovered ascertain 
the difference existing, and look carefully through the 
Journal for that amount, or the half of it, and if detected, 
confirm it by reference to the Ledger posting. If 3 ’our 
search pro\es unsuccessful \-ou must then check each 
posting until the error be found. You ma%’ have omitted 
to post an item, or have transposed or misplaced the 
figures, i.e., £1 18 4 as £11 8 4. The value of stock 
must never be credited before the T.B. is arranged, as it 
would create a disagreement between the two columns. 
The T.B. will not reveal such errors as (a) posting an 
amount to the wrong .1 'c. (b) omitting to post two equal 
sums to both sides of the Ledger. 

240. ERRORS in JOURNALISING, if discovered 
before posting, may be ruled through, and a fresh entrj' 
made. Should, however, an incorrect entrj' have been 
posted, it will be necessary to make a compensating 
entry in the Journal to remed)- the defect. The follow- 
ing are a few examples of errors, each followed by its 
rectifying Journal entrj' ; — 

1. •“ g. Bate Dr. to .\. Field, £50,” instead of £1.50. 

£. Bate Dr. To A. Field, £100. 

2. “ Banl; Dr. to I. Kav, £300,” instead of J. Kav. 

/. Kay Dr. To J. Kay, £.300. 

3. ” T. Smith Dr. to Goods £20.” instead of Bant Dr. tr 

Goods. Baizh Dr, To T. Smith, £20. 

4. “Cash Dr. to Bant, £100,” instead of Bank Dr. to 

Cash. Bank Dr. To Cask, £200. 

5. “ Cloth Dr. to .4. Coot, £50," instead of Cloth Dr. 

£150, to Coot fc Co., £=0, and A. Coot. £100. 

Cloth Dr. £100, To Cook Co., £50, and A. Cook, 

£50. 

0. “ B. Golf, Dr. to Bant, £35,” instead of Bant Dr. to 

B. Gott, £3 5-. Bank Dr. To B. Gail, £.3S 5 -. 

7. “ Brook Bros., Dr. to Goods, £3-S0,” instead of Breot 

Bros., £300, and Brooks K Co., £50 Dr. to Good*-. 

Brooks Co., Dr. to Brook Bros., £S0. 
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251. ERRORS in POSTING must be rectified by 
transfer entries which must be passed througfh the 
Journal. The compensating- Journal entry is given after 
each of the following examples of mis-postings. 

1. Posted £50 to the Cr. side of A. Hart’s a/c. instead of the 

Cr. side of T. Sterne’s a/c. A. Hart Dr. To T. Sterne. 
ifioO. 

2. Posted ^10 to the Cr. side of Goods a/c., and the Dr. side 

of F. Day’s a/c., instead of the Dr. side of Goods a/c. 
and Cr. side of F. Day’s a/c. Goods Dr. '1 o F. Day, 
£ 20 . 

3. Posted T. Flint Dr. to Bank, £50 to both a/cs., instead ol 

ifioO. T. Flint Dr. To Bank, £0. 

252. LEDGERS being for postings only from the 
Books of Original Entry, no entry must be made therein 
without having been first entered either in the Cash or 
one of the subsidiary books. When this rule is violated 
the original entry in the Ledger is known as a “ Blind 
Entry.” In extensive concerns it is found necessary' to 
keep the Ledgers in parts or sections on account of the 
impossibility for one Book-keeper to post all the trans- 
actions, and the inconvenience that would arise from 
having to handle an otherwise large and cumbrous 
book. Ledgers are primarily divided into three : — (1) 
Credit or Purchases Ledger; (2) Debit or Sales or 
Customers’ Ledger; (3) Impersonal or General 
Ledger. In very large establishments the first two are 
further divided into London and Country, Home and 
Foreign, and District or Travellers’ Ledgers, each one 
being kept by a different Book-keeper, who makes out 
his own Statements, and checks those coming in from 
other firms relating to his own department. The 
Debtors’ and Creditors’ Ledgers are, of course, posted 
daily. The Impersonal or General Ledger is for record- 
ing all a/cs. except personal a/cs. and cash or bank, 
and is often kept by a member of the firm, the postings 
being made monthly. The Impersonal Ledger may be 
divided into two books — General and Private — the 
former containing all the subsidiary P. & L. A/cs. and 
the latter being resers'ed for the Capital, Trading, P. & 
L. A/cs. and B/S. only. In the case of Banks, the 
a/cs. of the customers are contained in a large number 
of Ledgers, each of which is allotted to one or more 
letters of the alphabet, e.g. : — ^A. to C; D to G; H to L; 

U to O; P to S; T to Z. 
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293. When SECTIONAL LEDGERS are thus 
employed they should be made Self-balancing, i.e., 
balance in themselves without the aid of any otlier book; 
contain uithin themselves a complete T.B. The special 
advantages of Self-Balancing Ledgers are in reducing 
the risk of compensating errors remaining undetected; 
in being able to localise errors to anj one particular 
Ledger, in helping to present or detect fraud on the part 
of one of the Book-keepers; in other words, to verify 
the accurac} of each Ledger separately. The Pur- 
chases and Sales Ledgers, which always contain the 
greater number of accounts, should be balanced separ- 
ately at least once every month, so as to avoid having to 
check a large number of postings in case of an error. 
Exercise 28, pages 124-6, is taken for the purpose of 
illustrating this subject. The Journal, Purchases, 
Sales, and Cash Books require to be entered in the usual 
way , plus, three extra cash coluiuus in the Journal and 
on each side of the Cash Book, headed “ Purchases 
Ledger,” ” Sales Ledger," “ General Ledger,” 
although some Book-keepers might prefer to dissect or 
summarise the sarious entries similar to the Sales Book 
on page 92, and thus dispense with the extra columns 
suggested. Post the following accounts to the Pur- 
chases Ledger: J. Morrison & Sons, Robertson & 
Cooper, D. Byer &. Sons, Glasgow .Aniline Co., Rennie 
& Sons, A. Millar; to the Sales Ledger: Leslie & Co., 
Gordon & Jackson, Macdonald & Co., Borthwick & 
Stewart, Baird & Sons, Henderson & Linton, Boyd & 
Nesbit; the remainder of the accounts to the General 
Ledger. 

299. If each Ledger is kept separately it follows 
that, in order to carry out the principle of double entry', 
certain Adjustments, or Reconciliation, or Balance A/cs. 
must be kept; for instance, all the items in the Pur- 
chases Book have been posted to the Cr. side of tlie 
personal a/cs. in the Purchases Ledger, and in order 
to complete the double entry the total of these purchases 
must be debited to an Adjustment Ajc. in that Ledger 
and credited to the Purchases Ledger Adjustment Ajc. 
in the General Ledger. This shows that for every item 
posted in the Departmental Ledgers there must be 
posted a contra or opposite entry to an Adjustment A/c., 
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these items being- entered in totals for convenience. 
Thus everj’ Ledger is made self-balancing by each 
Departmental Ledger containing a General Ledger 
Adjustment Ajc., and the General Ledger having an 
Adjustment Ajc. for each Departmental Ledger. 

255. In the Purchases Ledger open an account 
headed General Ledger Adjustment Ajc., and post to 
the Dr. side from the Purchases Ledger Column of the 
Journal the total of the opening entries, £1118 6 6, also 
the £18 5 9 for Stationery. The next items to be debited 
are the totals of the Purchases Book : Dyewoods £381 
u Colours £641 16 S. The Adjustment A/c. must 
now be credited with the total of the Purchases Ledger 
Column on the Cr. side of the Cash Book (including dis- 
count), £952 — 4. If there had been any goods returned 
or Bills accepted, the totals thereof would also have 
needed crediting. The difference between the two sides 
of this a/c. is £1207 13 7, which is the total of the 
balances of the Purchases Ledger, and agrees with the 
balance of the Purchases Ledger Adjustment A/c. in 
the General Ledger. As there is ahva)’s a greater value 
of credit than debit balances in the Purchases Ledger, 
it follows that the Adjustment A/c. will always show a 
debit balance. 


Dr. General Ledger Adjustment A/c. Cr. 


1908 


■ £ 

s 

d. 

1908 


£ 

S. 

d. 

Jan. 1 

To Credit of Fur. 




Jan. 81 

By Cash Book total 
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Returns Book... 

- 


- 

,1 SI 

,, Sundries per Pur- 
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18 

7 
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Colours 


16 
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£ 




£ 

s 

13 

11 

Feb. 1 

To Balance b/d. 
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256. In the Sales Ledger open an account headed 
General Ledger Adjustment A/c. and post to the Cr. 
side from the Sales Ledger Column of the Journal the 
total of the opening entries, £639 10 7, and debit the 
Bad Debt of £8 18 2. The next items to be credited are 
the totals of the Sales Book: Dyewoods £700 5 1, 
Colours £1666 16 1. This Adjustment A/c. must now 
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be debited with the total (less discount) of the Sales 
Ledger Column on the Dr. side of the Ctlsh Book £999 
3 4; also Discount £19 16 3. If there had been any 
goods returned or Bills received the totals thereof 
would have needed debiting. The difference betw'cen 
the two sides of this a/c. is £1978 14 which is the 
total of the balances of the Sales Ledger, and agrees 
with the balance of the Sales Ledger Adjustment Ajc. 
in the General Ledger. .A.s there is always a greater 
value of debit than credit balances in the Sales Ledger it 
follows that the Adjustment A/c. will always show a 
credit balance. 


Dr. General Ledger Adjustment A/c. Cr. 
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s 

R 

d 
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1 

£ 

5 

d. 

Jan. 31 
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fi 
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In the General Ledger open the tw'o following a/cs. : 


Dr. Purchases Ledger Adjustment A/c. Cr. 
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257. From the above it will be seen that the Adjust- 
ment A/cs. in the Purchases and Sales Ledgers arc 
identical with their respective Adjustment A/cs. in the 
ricneral Ledger, except that the debits in one are credits 
in the othci, and vtcc vcrui. Therefore, if the balances 
of these two a/cs. agree, the postings should be correct. 
The adjustment entries should, of course, be made 
through the Journal, similar to the following ; — 


On Proving Purchases Ledger, tv 23 

Dr. Cr. 


1908 


1 £ 

s 

d 



d 

Jan. 1 

General Led Adj A/c Dr 

1118 

c 
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CASH BOOK. Exercise 28 (pages 124-6). Ci». 
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ExeTclse 28 (pages 124-6). 

^Purchases Ijedger Trial Balance. Dt. 

£. s. d. 

Morrison &: Sons 

Robertson & Cooper 

Byer & Sons 

Cilasgow Aniline Co 

Rennie & Sons 

Alexander Millar 

General Ledger Adjustment A/c 1207 13 7 

£1207 13 7 £1207 13 7 


Dr. Cr. 

£ s. d. £ s. d. 

454 8 
703 16 4 
145 5 - 


261 1 2 
414 3 6 


1978 14 - 


£1978 14 .£1978 14 - 


General Ledger Trial Balance. Dr. Cr. 

£ s. d. £ s. d. 

Robert Inglis, Capital A/c 1330 6 6 

Robert Inglis, Drawings A/c 35 - - 

Wilson Glennie, Capital A/c 1425 19 5 

Wilson Glennie, Drawings A/c 20 - - 

Dyewoods A/c 761 18 4 

Colours A/c 201 7 4 

Office Furniture A/c 106 10 

Horses, Waggons, &c., A/c 160 - - 

Wages A/c 33 17 8 

Carriage .^/c 8 5 0 

Trade Expeii'es .4/c 69 14 3 

Rad Debts A/c 8 18 2 

I’urchases Ledger Adjustment A/c 1207 13 7 

Sales Ledger Adjustment A/c 1978 14 - 

Cash A/c. 28 6 4 

Bank A/c 4S2 12 - 

Discount A/c 11 4 1 


£3075 3 7 £3975 3 7 


Sales Ledger Trial Balance. 

Leslie & Co 

Gordon & Jackson 

Macdonald & Co 

llorthwick & Stewart 

Baird & Sons 

Henderson & Linton 

Boyd & Nesbit 

General Ledger Adjustment A/c 


Cr. 

£ s. d. 
78 6 - 
505 14 5 
387 18 0 
2S5 15 8 


2?8. There is, perhaps, nothing in the work of the 
book-keeper, particularly in a large business, which is 
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more tedious and laborious and causes such a waste of 
time as the periodical transfer of accounts from a full 
into a new Ledger. His attempt to allocate to each 
account the number of papfcs it is expected it will occupy 
is always more or less futile; reference to the index will 
genernlly show that a large number of the accounts 
have been moved into several different positions, thus 
making the allocation of an account by its folio some- 
what dinicult. With the view of avoiding this period- 
ical transference of accounts and of economising 
generally in this matter, there are now being introduced 
what are known as Perpetual Ledgers, which consist 
either of (1) loose leaves bound together in the form of 
an ordinary book-wise letter-file, where a punched leaf 
may be inserted or extracted at will; or (2) loose cards 
kept in a drawer or tray, into which the ctirds- are 
fastened by means of a rod passing through a slot in the 
bottom of the card. Both systems admit cither of the 
alphabetical or numcncal arrangement of the sheets and 
cards, or a combination of the two; and the advantages 
afforded by the adoption of cither .sjstem may be stated 
as follows : — (1) Opening of new Ledgers dispensed 
with. (2) The position of an account never changes. 
(3) No blank leaves or cards. (4) The removal of 
“ dead ” or closed accounts and full sheets or cards to 
the “ Closed A/c. ” divi.sion of the file. (5) The hand- 
ling of “ live ” or cunent accounts onl\. (f>) The 
greater facility with which the monthly Statements may 
be prepared. (7) Greater facility for auditing. 

259. All Ledgers are Indexed, the method adopted 
varying with the extent and character of the business. 
In small offices an ordinary alpluibetical index is used; 
in a larger Office each letter of the alphabet is treated in 
vowel order, i.c., the names arc entered in one of six 
columns (see appendix), according to the first vowel 
after the initial letter in the surname. In the largest 
counting houses the index, in addition to being arranged 
in vowel order, is classified into the counties or districts 
in which the debtors and creditors carry on business. In 
the case of a large book it is often an advantage to have 
the index made separate instead of being bound into the 
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book; or better still to adopt the modern sptem of CaM 
Indexing, where a separate card, slotted into a tray, is 
used for each name. This system is not only most 
effective by reason of its handiness and elasticity, but it 
obviates the great labour involved in re-writing an 
index. 

250. STOCK BOOK. As its name implies this book 
contains an inventory of the merchant’s goods on hand. 
There must be two sides, one for goods purchased, and 
the other for goods sold. It is customary to enter the 
date of the transactions, and the quantity, class, price 
and total cost of the goods. The purchases side is 
particularly useful to the merchant, as it enables him to 
ascertain, readily, at what price he can sell in order to 
make a reasonable profit. This book is chiefly useful to 
the merchant who buys and sells the same kind of 
goods. The manufacturer who produces goods would 
have no use for such a book. He would, however, keep a 

251. WAREHOUSE BOOK (W.B.) which w'ould 
contain full particulars of the manufactured articles. 
This book presents to the manufacturer in a concise 
manner his saleable stock, and thereby assists him in 
regulating the output of his production. The goods 
received into the warehouse would be entered on one 
side and the goods sent out on the other. The form of 
the entries must, of course, varj’ with the nature of the 
business. 

252. WAGES. Contract .A/cs. must only be debited 
with such wages as directly increase the cost of produc- 
tion. Wages paid for tanning hides are productive, as 
the leather is worth more than the ratv hides. Wages 
paid to the stone-mason are productive, as the dressed 
stone is more valuable than the block just quarried. In 
.such cases the Tanner would debit his Trading A/c. and 
the Builder his Contract A/c. Wages paid to clerks and 
book-keepers, however, are not directly productive, and 
should generally be debited to the P. & L. A/c. as a 
charge .against the entire business. Should a clerk, 
however, be exclusively engaged, say, in keeping the 
books and acting as cashier on a large contract, then 
you would debit such contract with his salary. 



No 


Name 


Brown, C 
Day, J. .. 
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EXAMINATIONS IN BOOK-KEEPING. 


255 . Book-keeping is one of the subjects specified by 
the Uniyersities of London, Edinburgh, Birmingham, 
and Manchester in connection with the examinations for 
the degrees of B.Sc. (Economics), or Bachelor of Com- 
merce; also in the Examination Syllabuses of the follow- 
ing societies : — The Institute of Chartered Accountants 
{Moorgate Place, London, E.C. a), The Society of Incor- 
porated Accountants and Auditors (50, Gresham Street, 
Dank, London, E.C. a), Chartered Accountants of 
Scotland (General Examining Board, 2j St. Andrew 
Square, Edinburgh), The Institute of Chartered 
Accountants in Ireland (4 College Green, Dublin), The 
Institute of Municipal Treasurers and Accountants 
(Incorporated] (Town Hall, Kensington, London, W.), 
The Corporation of Accountants, Ltd. (55 TEest Regent 
Street, Glasgow), The London Association of Account- 
ants, Ltd. (Temple Chambers, Temple Avenue, London, 
E.C. 4), The Institution of Certified Public Account- 
ants, Ltd. (Coventry House, South Place, Finsbury. 
London. E.C. 2), The Institute of Cost and Works 
Accountants (.-jS Grosvenor Gardens, Victoria, London, 
.f.If. j). The Institute of Actuaries (Staple Inn Hall, 
Holhorn, London, JV.C. j), The Chartered Institute of 
Secretaries (59a London trail, London, E.C. 2), The 
Secretaries’ Association, Ltd. (700 Basinghall .Street 
London, E.C. 2), The Surveyors’ Institution (j2 Great 
George Street, irestminslcr, London, S.tV. j), The 
Auctioneers’ Institute 'of the U.K. (Incorporated), (34 
Russell Square, London, Ji'.c. r). The Incorporated 
Law Society (Solicitors’ Inter. Exam.) (ixy Chancery 
Lane, London, IV.C. 2), The Institute of Certificated 
Grocers (4 Cullum Street, London, E.C. 3), National 
Association of Local GoYernment Officers (24 Blooms- 
bury .Square, London, II'.C. x). 

255 . Tiiis textbook, which contains many' Examina- 
tion Papers set by some of the above Societies, covers 
the whole of the work specified by their respective 
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syllabuses. In addition to the above special bodies, at 
whose examinations only those who are articled or 
otherwise specially ijunlijied are permiUed to sit, Uiere 
are the following public examining bodies, at whose 
examinations anyone may sit on payment of the neces- 
sary fees (if any) to the Secretary of the local examining 
centre: — The Royal Society of .\rts; The London 
Chamber of Commerce; The National Union of 
Teachers; The Lancashire .t Cheshire Union of 
Insliiute.s; The Union of Educational Institutions; 
The Faculty of Teachers in Commerce (.1. James, j6 
ll'cllingtoa Road, Smelhwich, Birmingham ■, The 
Central Welsh Board (Cardiff)-, The University of 
Oxford (Merton Oxford), held in July; apcl the 

University of Cambridge (Syndicate Buildinf^s, Cam- 
hridf;c), held in July and December. The Local 
Examinations held by the two Universities, as Well as 
the Examination of the College of Preceptors (Blx)oms- 
bury Square, London, 11’. C. r), arc chicHy patronised 
by Grammar Schools. The subject of Book-keeping 
cannot be taken alone, being one of the optibnaf subjects 
required on taking the Certificate of the College, the 
exams, being held in June and December. In Civil 
Service (C.S. Commissioners, Burlington Gardiens, 
London, IF, ;) examinations, book-keeping ig an 
optional subject for Second Division Clerkships, and 
compulsory for Customs’ Outport Clerkships, .‘\,^sist- 
ant Surveyor of Taxes, and otlicrs; the examination 
papers set being amply covered by working Ic) the 
chapter on Company A/cs. 

256. The Royal Society of Arts examination^ are 
held about March and May each year, and the rc;sults 
are announced about .August. The Elementary or 
Stage 1. Examination, for which the entrance fee is 2/0, 
is an easy test, and is well covered by the first 147 pages 
of this textbook. An Exercise is set in writing up simple 
transactions into the Subsidiary books, posting to the 
Ledger, and extracting a T.B. Questions mu^t be 
answered relative to simple business terms and abbre- 
viations, and on the use of business Forms, Invoices 
Statements, Bank Notes, Cheques, Bills of Exchange 
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and Receipts; Order, Postage, Petty Cash, Cash, Stock, 
Purchiises and Sales Books To gain a Certificate 50% 
of the total marks must be obtained. Intermediate 
or Stage II. is covered by working to Exercise 100; and 
the Advanced or Stage III. by studying the remainder 
of the complete book. The entrance fee of 3/(3 for the 
Intermediate Stage, and 1/- for the Advanced Stage 
must be paid in February or .\pril to the Secretar)’ of 
the centre where you intend sitting. A copy of the 
Society’s Sj'llabus is issued in September each year, and 
may be had from the Secretary, 18 John Street, 
.Adelphi, Loudon, If.C. 2 , for Id., post free. First and 
Second Class Certificates are awarded; the minimum 
percentage of marks required for Stage II. being 70 and 
40 respectively; and for Stage III. 75 and 50 respec- 
tivel3'. 

257. The Examination Paper of Stage II. of the 
R.S.A. (of which Exercises 19 to 69/i are examples) is 
divided into two sections : Questions and Exercises. 
Candidates may answer one question but not both. 
Both exercises are required of all candidates, who must 
be prepared to answer questions as to the meaning of 
mercantile terms, and as to the nature and use of the 
books of account usually kept bj' mercantile or manu- 
facturing enterprises, including Limited Companies; 
and to work exercises upon the principle of double 
entr}’, involving the use of Subsidiarv Books, and the 
preparation of Trading, P. & L. .A/cs., and B/S. 
Specially ruled paper is supplied, the pages having 
printed headings and allocated as follows : — (1) Answ'er 
to question; (2) Sales Book; (3) Cash Book, two pages; 
(4) Purchases Book; (5) journal; (C) Ledger A/cs., 
each headed ‘‘ Dr.” and “ Cr.” and numbered up to 28; 
(7) Trial Balance; (8) Trading and Profit & Loss .\/cs. 
for Ex. 2 ; (9) Balance Sheet for Ex. 2. 

258. .All the exam, papers set for Stage III. of 
R.S.A. will be found among the papers at the end of the 
exercises. The Advanced s 5 'llabus states that candidates 
must be prepared to work an exercise and also anszuer 
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questions (not work exercises) upon : — (1) The uses, 
forms, and rulings of books employed in different 
enterprises, whether wholesale or retail, merchant, 
manufacturing or financial; and whether governed by 
private trading agreements, by the Companies’ Acts, or 
by special Acts of Parliament. {‘2) The statistical books 
and registers of limited and other companies — their 
rulings, uses and methods of keeping. (3) The methods 
of keeping and presenting A/cs. (including branch and 
departmental a/cs.) of private partnerships (including 
the adjustment of accounts as between partners) and 
public companies ho\\c\er constituted including the 
columnar or tabular system and the sectional system of 
self-balancing ledgers. (4) Foreign currencies and their 
lecord in books of a/c. (5) Income Tav. 

259. Adequate and excellent Keys to Stages 1, 2, 
and 3 of the Examination Papers of the Royal Socict} 
of Arts, may be had from Vr -Irthnr Ficldhousc, G6 
Trinity Street, Hitddei sjicld, at 1/1 each, post free, for 
cash tvith order onh . These models should be studied 
by every candidate. 

260. As will be seen from the exam, papers given at 
the end of the exercises the subjects of Accounting and 
Banking, which are Stage III. subjects of the R.S A., 
are practically covered by a careful study of tlie u’hole of 
the complete textbook, and should not be taken until 
Book-keeping has been thoroughly mastered. 

261. The London Chamber of Commerce examina- 
tions are usualh’ held about the middle of May each 
year, the results being announced about the end of 
July. They are divided into Junior and Senior, the 
entrance fees being respectively 2/6 and 5/-. Tlic 
Junior examination is equivalent to Stage If. of the 
Society of Arts, and if therefore covered by working 
those Examination Papeis. The Senior is equivalent 
to Stage III. of the Society of Arts, and requires a 
caieful study of the Complete book. The L.C.C. also 
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hold exams, for Teachers’ Diplomas, the same_ papers 
being' set as for the Senior with additional questions for 
those desirous of taking the diploma. Candidates are 
required to answer both the ordinary and additional 
questions, and obtain a higher percentage of marks for 
a “ Pass ” or for “ Distinction ” than is expected for 
the Senior Certificate. A copy of the Syllabuses, issued 
in October, may be had from the Secretary, i Oxford 
Court, Cannon Street, London, E.C. 4 , free of charge. 
Adequate Keys to L.C.C. Junior and Senior Exam. 
Papers for May only maj' be had from Mr. Arttiiir 
Fieldhouse, 6G Trinity Street, Huddersfield, for cash 
only at 1/1 each, po.st free. 

262. The exams, held by the National Union of 
Teachers in March or April, cover the usual three 
stages, the entrance fees for London and the Pro- 
vinces being respectively .3/- and 2/- Elementary; 3/C 
and 2/6 Intermediate and .Advanced. External can- 
didates,! not entered by a school, pay a fee of -1/ - in 
London, and 3/- in the Provinces. The Syllabus may 
be obtained from the Secretary, HamiUon House, 
Mablcdon Place, London, W.C. 1, for 3d. post free 

263. The Lancashire & Cheshire Union of Institutes 
also holds examinations every March in all the three 
Stages, every item in the Syllabus being covered by this 
book. The entrance fee is lOd. in respect of students 
of the affiliated institutes: for external students 2/0. 
A Syllabus may be obtained (post free lid.) from the 
Secretary, 33 Plackfriars Street, Manchester. Tlic 
results are generally announced about the end of June. 
The marks on the Examination Papers are apportioned 
as follows: — Junior: theory 1.5, practic.nl a/cs. 85. 
Senior ; theory 25, practical a/cs. 75. 

265. The Union of Educational Institutions holds 
an examination in the Elementary and Intermediate 
Stages, in March or .April each year, the fees being 1 /- 
for internal and 1/0 for cxtern:il candidate.s, payable the 
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last week in February. First-class certificates are 
awarded to those securing 75% of marks, and a second- 
class for 50 marks and upwards. A Syllabus may be 
obtained from the Secretary, Mr. IF. }. Harris, Arden 
Hoad, Dorridge, Birmingham (post free dd.). 

265. Success at the Examination depends upon 
knowledge, accuracy, dexterity, and style. Reliable 
knowledge is only to be acquired by methodical and 
painstaking work, which alone can result in obtaining a 
real grasp of the principles and practice of accounts. 
The work done at a class which meets but once a week 
is insufficient to ensure a trustworthy acquaintance with 
the subject unless it is supplemented by considerable 
homework. Between the class meetings, in addition to 
preparing exercises, carefully study those portions of 
the textbook under review, and upon matters not 
thoroughly understood, write out questions for the 
teacher to answer at the following class. Practice 
answering questions in writing, as this cultivates pre- 
cision, and impresses the mind more thoroughly than 
mere verbal answers. 

266. Accuracy is only attainable by undivided atten- 
tion, by concentration of mind upon the particular work 
in hand. Inaccuracies often arise through general 
slovenliness, bad figuring, and the desire to work too 
rapidly, the result being a waste of both time and 
energy. Many failures are attributable to arithmetical 
errors alone. While it is possible for the most precise 
book-keeper to make a mistake it is a well-known Jact 
that those cvho are in the habit of committing errors are 
those who allow their minds to wander and their atten- 
tion to be diverted to matters Avhich do not concern the 
duty of the moment. Concentration and carefulness 
must be cultivated when dealing with figures and pro- 
blems in accounts if accuracy is to be secured. 


267. Dexterity in the manipulation of exercises and 
examination papers can only be achieved by methodical 
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and persistent practice. Fitful work is of little avail; 
excellent methods at least double one’s capacity for 
dispatching work. Mere reading of the textbook is 
useless of itself in the solution of practical problems. It 
is possible to have a profound knowledge of the mechan- 
ism of a typewriter, and yet, by reason of not having 
operated the machine, be quite unable to type even a 
short letter. Book-keeping is not only a science — 
systematised knowledge, it is also an art — skill in using 
knowledge; and skill in accounts may only be acquired 
b)’ methodical and assidious practice. No student 
should enter himself for an examination unless he has 
worked numerous exercises in general Book-keeping, 
familiarising himself with recording all kinds of trans- 
actions, plus at least 5 (preferably 25) examination 
papers set by the particular examining body whose 
examination he is taking. This practice will enable the 
student to gauge the time necessary to devote to each 
part of the test paper when in the examination room. 

268. Style is the topstone of excellence, the hall- 
mark of the superior worker. Although the foundation 
may be well and truly laid it must not be forgotten that 
it is the elegant superstructure which reveals the master’ 
mind; the delicate hand of the artist, who considers no 
detail too trivial to receive his concentrated attention. 
Without the inspiration of excellence there can be no 
real satisfaction and success. The desire to dispose of 
a great number of exercises must not be allowed to 
interfere with stj’lish work; quality always being more 
important than quantity. No subject lends itself more 
to the exercise of style, arrangement, display, and neat- 
ness, than Book-keeping. Tlie various methods of 
.setting out transactions in the books, as well as in the 
preparation of Trading and Profit & Loss A/cs. and 
B/S. should be carefully studied. A copy of one of the 
ample keys to the exam, papers of the Royal Society of 
■Arts or the London Chamber of Commerce, by Afr. 
Arthur Fieldhouse, is a useful guide as to setting and 
-Style. 

269. Never proceed to an examination without first 
h.aving seen at least one previous paper and mastered 
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the Instructions to Candidates. Non-compliance with 
instructions has caused hundreds to fail who might 
otherwise have succeeded. Immediately on receipt of 
the examination paper carefully read through the 
“ Instructions ” to see whether there has been any 
alteration from those of previous years. At most exam- 
inations specially ruled paper and blotting paper are 
supplied to each candidate, and the time allowed for the 
■working of the paper is usually three hours. Do not 
read through the whole of the paper at the beginning, as 
this is liable to lead to mental confusion, and sometimes 
to dismay. Avoid reading any optional questions, and 
at once commence answering one which is compulsory. 
Let your answers be clear, concise, and set out in style, 
following ihe order of the questions. Most papers con- 
sist of questions and exercises, the latter being always 
compulsory. Read through each exercise or question 
before commencing its solution, and if necessary read it 
several times in order to grasp thoroughly its precise 
meaning. Ahvays w'ork the easier exercise first, and 
thus make sure of a “pass.” In the Rojal Society of 
Arts, Stage II., exercise 2 should be disposed of at 
once, as its successful working affords some degree of 
confidence in the remainder of the work. 

270, Most examiners now require practical exposi- 
tions in preference to the antiquated method of journal- 
ising every transaction. The Journal should only be 
used for recording transactions outside the scope of the 
other subsidiary books. In Stage II. of the Society of 
Arts, Exercise 1 should always be worked so as to dis- 
play a knowledge of modern business methods, and the 
greatest practical skill in the setting out of the various 
transactions in their proper subsidiary books. When- 
ever possible the columnar or tabular system of Book- 
keeping should be employed, even where there is only 
one item for each column. The exercise must be 
worked as though the candidate were actually engaged 
entering up the various books at the office desk; separ- 
ate accounts being kept for stock, purchases, sales, 
returns inwards, returns outwards, carriage, wages, 
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salaries, discount, interest, insurance, rates and taxes, 
stationery, partners’ drawings, &c., no Goods or P. & 
L. A/c. tieing opened. Trial balances should be com- 
posed of balances in preference to totals. 

271. In preparing Trading and Profit & Loss A/cs., 
care must be taken to distinguish between the items 
which should appear m each; while the classification or 
grouping of the items, both in the accounts and in the 
B/S. must receive attention. A mere list of Profit and 
Loss items and Assets and Liabilities is not sufficient; 
they should be displajed and grouped in a businesslike 
manner, and for this purpose the sheets sold by the 
authors (P.O. Box A. 27 , Huddersfield) of this textbook, 
at 1/1 'per set will be found \ery helpful. Remember 
that a P. & L. A/c. is compiled for a given period; while 
a B/S. is a schedule of balances on a certain daic. 
Stud) pages 247 to 257. When the exercise is in the 
form of a T.B. first of all check the casting and when 
not in such form prepare a T.B., as it facilitates the 
work. Should a doubtful point arise deal with it in 
some way, and address an explanatory footnote to the 
examiner. Intelligence is always appreciated. 

272. While one is familiar with the ordinary Trial 
Balance, followed or preceded by the usual adjustment 
items and stock, the candidate must nevertheless be on 
the alert against unusual methods of stating facts. 
Sometimes the Final Stock is gi^en as a Dr. Balance, 
having first been deducted from the Purchases, which 
are stated net; for instance, the Purchases may have 
totalled to £5000, and the Final Stock may be £600. In 
the Trial Balance these facts may be stated as Pur- 
chases £4400, Stock £600, the result being that in pre- 
paring the Trading A/c. care must be taken to add the 
value of the Final Stock to the Purchases. 

Under Credit Balances in the T.B. there may be 
Trading Ajc. £2160, thereby indicating that the Trad- 
ing A/c. has been completed, showing on the Dr. side, 
opening Stock and Purchases (less returns), and on the 
Cr. side. Sales (less returns) and Final Stock. The 
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Credit balance of the Trading A/c. would, of course, 
require crediting to the P. & L. A/c., but the final Stock 
already having been credited, must only appear in the 

B/S. 


Dr. Trading A/c. Cr. 


19U 
jin 1 
Dec, 31 

11 11 

To Stock byf 
„ Purchases 
„ BALANCe carrxtd 
ioP &L Ale 

£ 

2000 

5000 

2160 

1 

191-i 
Dec 31 

Bj Sales 
„ STOCK c/f 

! - 
' 6000 

1 3160 

1 


1 

1 9160 

1 


£ 9160 


273. Occasionally, the Bad Debts are stated among 
the adjustment entries, instead of being included in the 
T.B., and when this is the case it is clear that the 
amount of the Bad Debts has not been credited to the 
Sundry Debtors, consequently the Bad Debts not only 
require debiting to the P. & L. A/c., but must also be 
deducted from the total of Sundry Debtors. 

275. Be at your place in the examination room at 
least ten minutes before the time, so as to hear the regu- 
lations read and fill up the necessary form containing 
name, age, institution, &c. To rush into the room on 
the stroke of time interferes with that self-possession 
and calmness which is so necessary to success. Red ink 
should be used for ruling off totals, when time permits, 
but certainly not until the exercises have been com- 
pleted. Should )ou have a few minutes to spare spend 
it in revising your uork, as a medal or prize may depend 
upon some little improvement effected in that wa}'. 

275. Criticism of examination papers and of the 
peculiarities of examiners should be addressed to the 
examiners concerned, if at all, and not to the author of 
this %\ork, who cannot reply to communications relative 
to the composition of papers over which he has no 
control. Copies of R.S.A. or L.C.C. Exam. Papers 
are 7d. each, post free, from Arthur Fieldhouse. 

THE COLLEGE OP PRECEPTORS holds Prelimnan, 
Junior and Senior Examinations in June and December of each 
tear. The subject of Book-keeping cannot be taken alone, being 
one of the optional sub3ects required on taking the Certificate of 
the College Further particulars may be had from the Secretary, 
Bloomsbury Sguarc, Loudon, W.C. 
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College of Preceptors {Preltmtnary, j{idsumtr:er, ItflS). 

1. In the form of Cash Book provided, after properly heading 
each column, enter the following transactions ; 

May- ~ ^ 


-1913. 


1 . 


Commenced business with a Capital in cashiloMO - - 

Paid into Bank 4.S00 ^ - 

5. Bought Goods for Cash _ 300 t G 

9. Bought Business Premises by Cheque 2000 - - 

12. Advanced to Petty Cash u - - 

13. Paid Fire Insurance Premium in Cash ... 310 - 

16. Cash .Sales to date 178 12 6 

23. Drew for self ... 25 - - 

26. Discounted at Bank Bill Receivable, .£450 ; 

Dis 910 - 

30. Paid Wages and Expenses in Cash 15 5 - 

Balance the book. 


2. Explain the meaning of any fis’C of the following terms and 
abbreviations: B/R., Bank Deposit, F.O.B., Crossed Cheque, 
P/X., Ante-dating, Trade Discount, Cash Discount, C.I.F. 

3. Journalise the following, post, balance, and close the 
Ledger : — On 1st May, 1913, Mark Mint had tlie foBorving 
balances in his books : — Cash in hand £57 9 6, at Bank £4.33 10 -, 
Goods on hand £209 - 6, W. Ware (Cr.) £55. Capital A/c. to 
be calculated therefrom. 


May 5. Sold Goods to A. Adam for Cash £27 9 6 

„ 6. Paid into Bank 50 - - 

,, 9. Bought Goods of W. Ware 4710 - 

„ 12. Remitted W. Ware by chq. £100 ; Dis. allowed 210 - 

„ 15. B. Binns bought Goods 87 5 6 

,, 16. B. Binns returned g’ds, &was given cred. note 12 5 6 

,, 17. Paid Wages to date 7 10 - 

,, 19. B. Binns offered composition of lOs. in £, 

which svas accepted. Cheque received 3710 - 


Balance of his a/c. written off as a bad debt... 37 10 - 
,, 22. Bought, at auction, 11 chests of Tea at 02s. 

per chest, for Cheque 

„ 26. Pd. carr. and other expenses thereon in cash 12- 

,, 23. Drew for Self, in Cash 5 - - 

,, 29. „ ,, ,, Goods 1 10 - 

,, 30. Paid Expenses for month in Cash 8 5 9 

Stock on hand valued at £246 13 -. 


College of Preceptors {Junior, Midsummer, 1913). 

1. Open the books with the usual Journal entries. 2. AVritc 
up the Cash, Bank and Discount entries in the form of Cash Book 
provided, \flole : — ^All receipts are at once paid into the Bank, 
and all payments are made by cheque, unless otherwise stated). 
3. Enter the remaining transactions in the Purchases Book, 
Sales Book, and Journal. {Or, if you are unable to do this, use 
the Journal only). 4. Post all the entries to the Ledger. 
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6. Ascertain, by means of a Profit & Loss A/c., the net gain 
or loss for tlie period. 6. Compile a Balance Sheet. On May 
1, 1913, A. H. Clark, cloth mercliant, had the following Assets 
and Liabilities : — Cash in office £3,7 4 7, Cash at Bank .£223 .3 4, 
Business Premises fLeasohold) £800, Bills Keccivable £400, C. 
Collins (Dr.) £75 0 8, Stock of Cloth £745 7 2, Bills Payable 
£200, S. Lord (Cr.) £3S2 10 7, Wages owing £10 2 C. Capital 
A/c. to be determined therefrom. 


May 5. Sold 13 rolls of cloth, 72 yards each, to C. 

Collins, at Gs. 8d. per yard 

,1 G. Paid Wages owing, in cash £10 2 G 

,, 8, Received Cheque £74 from C. Collins to settle 

his a/c. of last month 75 9 8 

„ 9. Bought 18 rolls of Beaver Cloth, 60 yds. each, 
from S. Lord, at 10s. 3d. per yard, and 
accepted his draft at 3 mos. in settlement 

„ 10. Remitted S. Lord, by Cheque 200 - - 

„ 12. Retired B/P. due this day (at Bank) 200 - - 

„ 15. Sold for Cash, Cloth 212 4 2 

,, 19. C. Collins reported 2 bales of Cloth arrived 

damaged. Claimed on Rly. Co 14 5 6 

„ 20. Sold to W. Corner 480 yards of blue serge at 

4s. Ijd. per yard 

,, 2G. B/R. due this day met at Bank 250 - - 

., 27. Drew Cheque for Wages for month 21 5 - 

Paid Expenses, to date, in cash 7 2 1 

„ 29. Drew for self 20 - ■ 

I, 31. Received from Rly. Co 14 5 G 

Stock on hetnd valued at £787 13 -. 


7. What is petty cash? How is it usually dealt with, and what 
is meant by the Imprest system? 8. What is the difference 
between a Promissory Note and an Acceptance? lyTiat is the rate 
of stamp duty on Bills of Exchange? 9. Explain the meaning 
of any four of the following : Ante-dating, C.I.F., Bill Dis- 
honoured. Special Crossing, Trade Discount, Goodwill. 

College of Preceptors {Senior, Midsummer, 1913). 

1. Explain the meaning of the following terms ; — Preference 
Share, Cumulative Preference Share, Ordinary Share, Nominal 
Capital, Calls paid in advance. 2. On January 1,1913, R. Rason 
owed W. Waite £125, and on Feb. 1 he was adjudicated bankrupt. 
His estate yielded a first dividend of 4s. 7d. in the £ on May 1 and 
a second and final dividend of 2s. Id. in the £ on June 4. Show 
how the above transactions appear in W. Waite's books. 3. On 
January 31, 1913, G. Dean buys from Keay & Co. 300 tons of coal 
at 8s. 3d. per ton at the pit mouth, and the next day hands them a 
cheque in payment less 2J% discount (allowed). On 5th Feb. he 
pays in cash Is. 2d. per ton for carriage by rail and 9d. per ton for 
cartage to his yard, On Feb. 14, he sells all the coal to Wood & Co., 
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Leeds, at 12s. Gd. per ton, for which they accept his draft at 3 
months, dated Feb. 17, payable at the London Bank, Ltd., Leeds, 
which is duly met at maturity. Journalise the above transactions 
in G. Dean’s books. Show by means of a ledger a/c, what profit 
or loss he made on the deal, after charging 10% on the prime 
cost of the coal for miscellaneous expenses. 4. Draw the bill of 
exchange referred to in the preceding question, showing the 
value of the stamp thereon. 

5. From the following prepare the Trading A/c., P. & L. 
A/c., and B/S. of Messrs. G. A. Smith and H. A. Smith, on 
equal terms, for the year ended April 30, 1913. [a) Allow 5% 

per annum Interest on Capital Accounts ; (f>) Write ofi Deprecia- 
tion (i) 5% off Leasehold Premises, (ii) 10% off Machinery and 
Plant; («) Make a provision of 5% on Sundry Debtors for Bad 
and Doubtful Debts; (if) Carry forward i!25 of the Fire Insur- 
ance Premium to the following j'ear. Stock on April 30th, 1913, 
valued at JE10900. 


Dr. Balances— 

Drawings A/c. (including int ) 

G. A. S £1045 

Drawings A/c. (including int ) 


H. A. S. 

Purchases 

Trade Expenses . .. 
Sundry Debtors 
Bills Receivable 
Leasehold Premises . 
Fire Insurance Premium 
Rent. Rates, and Taxes 
Carriage (Inwards) . . 

Wages . 

Stock, 1st May, 1012 . 


Dr. Balances continued — 

Interest and Discounts £275 

Bad Debts . 135 

Cash , 71 

1040 I Bank 1515 

15225 ' Salaries 750 

1470 Machinery and Plant 7400 

13420 Cr. Balances— 

200 I Capital A 'e. — G. A. Smith 8500 

0100 Capital A/c— H. A. Smith 8000 

50 Bills Payable V, 731 

804 Sundry Creditors \ 14890 

. 2958 Loan A/c. (S. Lottery)) 3000 

9122 Returns Outwards . .S, 5 m.' 

10420 Sales \ 38300 

College of Preceptors {.Preliminary , Xmas, 1913)' 

1. In the form of Cash Book provided, after properly 'iheadine 
each column, enter the following transactions ; — 1913. 

Nov.2-t. ■ - . . — 


24. 

25. 

25. 

2G. 
2G. 
27. 
27. 
. 28. 
, 28. 
, 20 . 


Balance of Cash in Office ivl - 

Do. do. at Bank ftG2 12 

Received Cheque from L. Lee and pd. it into ! 

Bank oO - 

Paid M. Muir by Cheque, £105; Discount ' 

allowed .^1 13 

Drew from Bank for Office use 2.'5 - 

Do. do. self j() - 

Met Bill payable due this day at Bank ...... 250', - 

L. Lee’s Cheque returned dishonoured 50 ,- 

Bought for Cash, Goods g.3 

Sold Goods and paid proceeds into Bank .." 127 
Paid in Cash wages and expenses for week ... 7 


.4 2 
7 'S 
5 10\ 


2. Explain the meaning of not more than five of the following 
'-—Gross Profit, Net Profit, Discount, Salaries and Wages, 
n/il, V , o" Capital. 3. Journalise the following, 

post, balance and close the Ledger ; — On October 1st, 1913, Isaac 
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Israels had the following balances in his boobs : — Cash in hand 
i?S3 7 6, Overdraft at Bank ^291, Goods in stock ilToS 10 6, M. 
Moses (Dr.) i84 2 J. Joel (Cr.) £‘127. Capital A/c. to be calcu- 
lated therefrom. 


Oct. 3. Sold Goods to M. Moses for Cash £2l5 - . 

,, G. Bought Goods of J. Joel .. 9t 710 

,, 7. Paid into Bank ... 200 - - 

,, 10. M. Mose.s returned Goods as not to quality IG 2 - 

,, 13. Sold same by auction, receiving Cash (net)... 10 d - 

,, 15. Paid into business e\ira Capital . ... .. 400 • - 

„ 16. Paid J. Joel 2l0 - 

Being allowed Discount 5 7 10 

,, 22. Drew for self, in Cash 10 - - 

), 23. ,, ,, Goods ... ... 55- 

,, 25. M. Moses, becoming bankrupt, reed, a first 
and final dividend of 13s. 4d in £, paid 
into Bank .. . . . .... 45 6 8 

Bal. of his A/c. written off as a Bad Debt. 

„ 23. Pd. Wages and Trade Exs. to date in Cash 13 4 C 

,, 29. Sold to S. Solomons, 17 cases of Goods at 

£7 13s. per case 130 1 - 

,, 30. Received Cheque for same, less Discount 5 1- 

Sioik on hand vointd ol .thTXi "o . 


College of Preceptors {/nmor, Xmas, 1913). 

1. Open the books with the usu.il Journal entries. 2. Write 
up the Cash, Bank and Discount entries in the form of Cash Book 
provided. {A'oie . — All receipts are at once paid into the Bank, 
and all p.ayments are paid by cheque, unless otherwise stated). 
3. Enter the remaining trans.actions in the Purchases Book, 
Sales Book, and Journal. [Or, if you are unable to do this, use 
the Journal only). 4. Post all the entries to the Ledger. 
5. Ascertain, by means of a P. & L. A/c., the net gain or Joss for 
the period. 6. Compile a B/S. On Nov. 1, 1913, F. Fairmaner 
bought the business of C. Coulton, paying him (by cheque) 
£1100, being £600 for stock of Oil, £150 for Fittings and Fix- 
tures, £350 for the following book debts, guaranteed as good : — 
K. Kelly, £37 12 6 ; C. Clark, £103 7 6; B. Blake, £59: and 
for Goodwill. 

Nov. 1. Opened an a/c. at the National Bank, Ltd. £2000 - - 


„ 1. Paid C. Coulton on a/c. of business pur- 
chase, as above IlOO - - 

„ 3. Advanced to Office Cash 60 - - 

,, 5. Sold K. Kelly 500 gallons Petrol at Is. Bd. 

,, 7. Bought of Fine Oil Co., Ltd., 10,000 gallons 

Paraffin at Sd. per gallon, paying on a/c. 100 - - 

-Accepted their draft at 3 raos. for balance 

,, 11. Received Cheque from C. Clark lOO 7 G 

,, 13. Sold B. Blake 2000 gals, of Mixed Oils for 105 - - 
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Xov. 14. Oark’s cheque returned dishonoured 


(notified Coulton) JE103 7 6 

„ 19. C. Coulton paid on a/c. of Clark 103 7 6 

.. 21. Received frem B. Blake P/X. 164 - - 

,, 22. Discounted same at Bank, receiving 16110 - 

.,25. Drew for self in Cash 10 - - 

„ 27. Cash Sales to date — proceeds banked 153 13 - 

., 2S. Paid IVages and Expenses, to date 27 4 6 

„ 29. Rent accrued to date (one month at £168 

per annum) 14 - - 

Slack a! Otis on hand valued cl £633 - 4. 


7. Explain the meaning of not more than four of the follow- 
ing terms i Insolvent, Liabilities, Credit Xote, Debit Xote, 
Impersonal -Account, Voucher. 

8. Vhat is a Bank Pass Book? Does its balance on a certain 
date alwaj-s agree with the bank balance as shown in the Cash 
Book of the firm? If not, what are the usual causes of the 
difierence ? 


College of Preceptors [Senior, Xmas, 1913). 

1. Show how the following transactions would appear in the 
Journal of Bo>d, Leek, & Co. ; — On Sep. 1, 1913, they shipped 
Goods to S. Sauer, their agent in Cape Towm, and sent there- 
with a fro larmc intoice for £1096 (Goods £1,000, Freight £70. 
Insurance ^6). On the same day they paid the freight and 
^nranre. On Oct. 29. they receited from S. Sauer an Account 
Sa^M, showing that he had sold part of the consignment for 
±iaO; ^d, deducting his expenses and commission, £45, he 
endosed a draft at 3 months for the balance. On Xov. 17, thev 
r^eived Mo^er A IS. showing that the remainder of the con- 
signment had realised £450, which, less £23 expenses and com- 
mission, Sauer remitted by a 3 months draft, as before. Draw 
up the Ledger a/c. of the consignment referred to in the fore- 
imnsacuon'*'™’ through the 


Cole paid £5000 into his Bank as 
^'^f B Pntchased the busi- 

down loH which he paid £3000 

fnri ^ at three months for the balance. The assets 

rad habilmes acquired were as fo’lows .-—Debtors, £1723 123. 

-*'o; Bills Receivable. £SO0; Bills Payable, 
f ^ ItisuVance and' rales 

paid in adva.nce, _14 10=.; Fixtures and Fittings, £125; Motor 
Dcuvery \ans, „.TO; Stock of Goods, £2403 5s.; Stock of 
1 B?°(!;ie-sitranak necessary opening entries in 

- f' ®®*ter & Baker drew a bill on Lodge DiiS 

o: Co. for £1^ at three months. This was duly acceptid, pay- 
ab.e at the ^atIo^a! Safe Bank, Ltd., Head O'ffice. Show the 
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.ibovc Bill as h would npjioar after atceptancc, giving the value 
of the stamp thereon and the due date. 4. Kxplnin the meaning 
of hot more than fo\ir of the following terms: — Sinking Fund, 
Kesorvq Fund, issued and .paid up Capital, forfeited shares, 
rei«rvc for discounts, reserve for bad debts, mortgage. 

5. From the following prepare the Trading A/c., I’. & L. 
A/c., and B/S., of Jite.ssrs. C. Chalmers and 11. Hodgson, on 
equal terms, for the year ended Sep. 30. 1913. (a) Allow 6% 

per .annum Interest on Capital a/cs. ; (f>) Charge G% Deprecia- 
tion of Machinery and Plant; (r) Make a provision of 5% on 
Sundry Debtors for Bad and Doubtful Debts ; (</) Rent £24 and 
Taxes £15 were owing and must be p-assed through the a/cs. 
Stock on Sept. 30th, 1913, was valued at £2,355. 


Dr. Balances — ; 

fr' Draivings (S inl.)£.'i20 ; 

H. tlodgwn’s Drawingt (& Int.) 2M 

1 Innt Xr Martiimn- 700 

Stock, Ocl. 1, 1012 liW) 1 

CarriaRe Inwards 2.V) 1 

Carriage Outwards IW . 

, Wagirs, Manufacturing IW'* ' 

•3.harjfs (ot Office) ■ 

Purchftsc* ■ 

Returns Inwards 2i] ! 

Rent, Rates. Taxes & Insurance StV. 

Coal, Coke. Oas & Wntcr 4'^ 

Pismunt Allowed 

U.sd Debts written oft ’ 


Dr. Balances cwnUnut'd— • 

f>rbtor5 i^8240 

Kcccivabfe 2500 

Bnnk 1020 

175/10/- 

Insurance Stamps 4/10/- 

Cr. Balances— 

Clialmer*:* Csip. 1/10/12 4000 

Hodjjson’s C.ip. 1/10/12 2000 

Sales 8300 

Keturns Outwards S50 

Iliscounts Received 255 

Pad Debts Res. 1 '’30/12 400 

CretlUors 7350 

Bills Payable 1000 


The OXFORD LOCAL EXAMINATIONS ,nre held in July and 
December in each year, Book-keeping, which cannot be taken 
alone, being one of the optional subjects. The .same paper was 
formc’rly set for both “Junior” and “Senior,” but they arc 
now quite different. “Juniors” and “Seniors” are both 
c.vamined in July, but only the '• Seniors ” in December. Fur- 
ther particulars may be had from the Secretary, Local Examine 
atian O^ces, iferton Street, Oxiord. 

Oxford Local (Junior and Senior, July, 19071. 

On 1st Jan., 190G, 1 had a balance at my Bankers of ,£12,50. 1 

purdiase a business for £1000, paying £500 by cheque and giv- 
ing Bill at six months for balance. The purchase price is made 
up as follows ; — Goodwill £600 ; Pl.ant £250 ; Stock £150. The 
following are details of my sales and purchases for quarter end- 
ing 3l6t March; — Sales to; — ^Jan, 13. J. W. Potter £8S 10 -; 
Jan. 27. F. Bullock £205 12 6 ; Feb. 19. Bond & Co. £SG5 2 2 ; 
Cash Sales for quarter £277 10 On 3rd March F. Bullock- 
returned goods value £55, there being a mistake in the order. 
Purchases from: — Jan. 2. H. Perry £22S 9 2; Jan. 31. J. H. 
Gardiner £100 8 4; Feb. 23. Dance & Co. £96 S 2; Mar. 21. 
H. Perry £21,5 12 6d, Enter -in Journal and Cash Book, post, 
take out T.B., prepare P, & L. A/c. and B/S. 



286 


Jan. 1. 


»} 
» J 
>} 

J) 


3. 

9. 

14. 

16. 

28. 

31. 


Feb.20. 
„ 28. 
„ 29. 
„ 29. 
Mar.24. 
II 25 . 

„ 31. 
„ 31. 


Paid on a/c. purchase of business 

Drew Cheque for Petty Cash 

Paid H. Perry by Cheque 

Paid Carriage on goods by Cash — 

Reed, of Potter & Co., by Cheq. i!8G 5 6 ; Dis. 

Received from F. Bullock by Cheque 

Paid Wages by Cheque 

Paid into Bank for Cash Sales for month ... 

Received from Bond & Co., by Cheque 

Paid Sundry small Repairs to Plant by Cash 

Paid Wages by Cheque 

Paid into Bank for Cash Sales for month ... 

Paid H. Perry by Cheque 

Paid Rent for Quarter by Cheque 

Paid Wages by Cheque 

Paid into Bank for Cash Sales 

Paid Petty Expenses for Quarter 


£500 - ■ 
25 - - 
22S 9 2 
312 - 
2 4 6 

15012 G 
84 8 - 
6610 - 
563 2 2 
8 - - 
84 8 - 
8012 G 
21512 6 
20 - • 
. 84 8 - 

. 130 7 G 

615 4 


Stock on hand £77 19 4. 


Oxford Local (/unior and Senior, July, 1908). 

On 1st Jan., J. Reynold and C. Thompson enter into parwej- 
ship. Their Capital is £750 and £500 respectively, which is 
placed to the Firm’s credit at the Bank. They purchase the 
Lease of premises from Messrs. Salter for £150, paying £S0 by 
cheque and giving a Bill at one month for the balance, 
in Cash Book and Journal, post and prepare T.B., P. & 
and B/S. Write off £5 from Lease and 5% Depreciation oB 
Plant, Fittings, &c. 


Jan. 1. 


,, 

,, 


3. 

5. 


,, 

II 


12 - 

20 . 

24. 


„ 27. 
„ 31. 


ceb. 2. 


4. 

12 . 


„ 16 . 

„ 28. 


Goods from : Chamberlain & Co. 
A-iO 10 6; Foster Bros. £80 8 - ;R. Ferris 

12 & Son 

Pd. & Co., Cheq. for fitting premises 

Purchsed Motor Waggon, paid by Cheque... 

E.xpenses 

& Co. by Cheque 

Paid Foster Bros, by Cheque 

Cheque received from Mr. 
Roberts for Sales to him 

Paid Cheque £140 19 8; Discount 

rf ^ V'”' l^y Cash 

Cash Sales for month 

^ £323%' 6 Chamberlai'n''& 'Co.' 

£323 2 6, from Brown & Son 

Messrs Salter’s Bill duly met . .. 

Paid Brown & Son bv Chen„» 

Paid Chamberlain & Pr, p, 

Drawn from Bank fat 

Paid Wages for month bv Cash^ 

Paid into Bank, being Cash Sales foVmon'th 


£101 9 6 
solo - 
320 - - 
60 - - 
100 - - 
SO 8 - 

14412 6 
312 4 
2410 - 
155 7 6 

32617 6 

104 9 6 
17010 6 
60 - - 
2510 - 
460 - - 
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Mar. 2. Sold Goods to Mr. Roberts £125 . . 

,, 3. Purchased Goods from Chamberlain & Co. 

£260 10 from Foster Bros 11910 - 

,, 24. Reed, of Mr. Roberts Cheque £118 15 Dis. G 5 - 

„ 31. Paid Rent for Quarter by Cash 25 . . 

Paid M^ages for month by Cash 25 10 

Paid into Bank, being Cash .Sales for month ‘141 - . 

Paid Petty Expenses for Quarter by Cash ... Ill lo . 


The sum of £40 5 - was owing by customers at the end of 
Quarter for Sales. Stock on hand £628 8 2. 


Oxford Local (Junior and Senior, July, 1912), 


On Jan. 1, 1909, my Capital was £2000 in Cash, in the London 
and South Western Bank. On January 5 I paid Smith & Co. 
£1000 for the business of Smith & Co., Wine Merchants, as a 
going concern. The Assets and Liabilities I took over were as 
follows ; — Stock in hand £500, Sundry Debtors £250, Bills 
Receivable £750, Fixed and Jlovable Plant £500, Trade Creditors 
£300, Bills Payable £700. Make the necessary Journal Entries 
to bring the above opening Balances into the Cash Boob or 
Ledger as the case may be. (a) Write up all Cash and Bank 
transactions in Cash Book showing Cash, Bank, and Discount 
Columns. (fi) Journalise all other entries to their respective 
Accounts. (r) Prepare Trial Balance. Transactions endimr 
March 31, 1909 


Bought Goods from Gonzotez 

„ ,, Xeris & Cfe... 

„ ,, Pedro et fils.., 

,, Xipante 

Sold Goods to General Stores, Ld, 
„ „ A Bowen Son . 

,, ,, Smith, JohnsonSwCo, 

T. Brown & Sons 
Corinth & Co. 
Received Cash at Bank 

Bills RccchabJc 

From Office • • • 

Sundrj' Debtors 
Corinth & Co. 

Discount allowed 

Smith, Johnson & Co .... . 
Discount 

Cash received at Office * ■ 

Cash Sates * *■* 

From Bank " ‘ 


£200 

130 

300 

IM 

300 

200 

300 

400 

100 

“.W 

45 

250 

95 

5 

290 

10 

50 

50 


Payments from Bank : 

To Office 

To Bills Pajable 

To Creditors [[[[ 

Gonz.ilcz 

Discount allowed 

Pedro ct fils " ***'“•' 

Discount allow rd 

Rent of Offices, &r 

LiRhtmg ‘ * 

Insurance 

Payments from Cash -.11.* 

Wastes 

Office Expenses 

To Bank .... ^ 

--- 

stock nt 


£50 

TOO 

300 

190 

10 

2S0 

2n 

so 

10 


4.5 

10 

45 

400 

390 


Oxford Local {Jutiior^ July^ ig]3j 

1. Enter the following transactions through th«ir 
books 2. Post to Ledger. 3. Take out Trial n 
Prennre P. & E- A/c. and B/S. The Balan «• 

Sour on 1st Jan., 1911, was as follows Robert 
Seymour on ^00, CapitaU^ 

ey £C5, A, 8 S,rnp.son £ 27 ? tlsretj- 

M. Lowe, £< 


Seymour 
Graham .CSO. 
Thomas Gurney 
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Cash in hand £40, Cash at Bank £630, Offire Furniture X 


Fittings £115, Stock £1875. {All Cheques received were faid 
into Bank same day). 

Jan. 2. Purchased Goods from H. Wilson £215 - ■ 

Returned Goods to H. Wilson 710 - 

Sold Goods to T. Gurney 45 15 - 

,, 3. Received Cheque from Gurney £61 15; Dis. 3 5 - 

„ 5. Cash Sales 45 - - 

,, 7. A. Simpson becomes a bankrupt and pays a 
first and final dividend of 10/- in the £. 

Reed. Cheque 13810 • 

,, 9. Sold Goods to T. Gurney 6710 - 

„ 13. Sold Goods to F. H. Lowe 515 - - 

„ 14. Received Cheque from Lowe, £700 ; Dis. ... 15 - - 

„ 17. Paid H. Wilson by cheque, £247 : Discount 13 - - 

,, 18. Paid Cash into Bank ... 50 - - 

Withdrew from Bank for private use 20 - - 

„ 21. Bought Office Furniture frem Johnson & Co. 21 - - 

,, 28. Cash Sales 51 16 - 

,, 30. Paid Cash into Bank ... 30 - - 

Paid Cash Trade E.'cpenses and Wages 45 - - 

Goods on hand £1650. 


Oxford Local {Semor, July, 1913). 

1. Enter the following transactions through their appropriate 
books. 2. Post to I-edger. 3. Take out Trial Balance. 4. 
Prepare P. & L. A/c. and B/S. On the 1st Jan., 1913, Henry 
Thompson commenced business with the following balances 
Assets : Cash in hand £45 11 6, Cash at Bank £650 10 3, Stock-in- 
Trade £575 - -, Sundry Debtors : Thomas Wade £156 1 3, James 
Wilde, £104 12 6, Henry Brown, £50, Freehold Buildings, £1000, 
Fixtures & Fittings, £150. Liabilities : — Sundrv Creditors : 

Taylor, £116 5 9, Willson & Co., 
£146 16 8 Capital A/c., £2043 13 1. 


Jan. 1. 
2 . 

” a! 

„ 4. 

„ 5. 
,, 7. 
9. 

„ 10 . 
„ 12 . 
„ 15. 
„ 16. 

„ 17 . 


Accepted H. Martin’s draft at 1 mo. for his 


Bought Goods from H. Martin £262 11 9 

Sold Goods to James Wilde 105 7 C 

Reed, from J. Milde Bill at three months in 
lull settlement of his account to date .. 210 - - 

Drew cheque for wages 25 - 

Paid .4. Taylor by Cheque to close account 110 - - 

Henry Brmvn fails and pays a first and final 

o received cash... 25 - - 

Sold Goods to Samuel Johnson 45 10 - 

Drew Cheque for Wages 25 - - 

Cash Sales ' 2*15 5 5 

Thompson wdthdraws from Bank for private 

purposes 50 . . 

Paid Cash into Bank ga . . 
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Jan, 19. Drew Clinquc for W.-ircs jCS.'i - - 

21. Sold Co<xIs to S. Simpson 50 10 - 

Koceived Simpson’s Cheque; paid into Hank 

same day 50 10 - 

,, 25. Cheque from Simpson returned from Hank 

dishonoured 

,, 20. drew Cheque for Wages 25 

„ 2.8. Bonglit Gotxl.s from Arthur Spain 2519 0 

,, 29. I’aid Willson & Co., Cheque on account 100 - - 

,, no. Paid from Cash Stamps and Sundry Trade 

I'.xpenses 15 1 2 

„ .01. Cash Sitles 120 10 9 

Credit Interest on Capital .at 5*5, per annum 
Depreciate Fixtures .k Fittings at a°o P-a. 

SfOi'/: o/j i;025. 


The CAMBRIDGE LOCAL EXAMINATIONS .arc held in July 
and December in each year. Hookkeeping, which cannot be 
t.akcn alone, being one of the optional subjects. Two *• Junior ” 
and two “ Senior " IkqK'rs are set on .-inressive days. Further 
particulars may he had from the .Vc.rc/.iry, l-ocal BxiTmi7uitions, 
Syndicate Buildings, Cambridge. 

Cambridge Local {/nnior, July, 1909). 

1. On l.st May. 1909, my books showed the following bal- 
ances : — Creditors in A/c. ; C. Dcoler £.'121 10 6; II. Doeler £95; 
Debtor in A/c. : O. Johnston £37 15 0; Stock of Sheep £1S7 10 0; 
balance at Hank £291 3 4 ; Stoik of Cattle £,537 10 - ; K/R. r^.aO. 
Journalise, post, prepare T.H., P. L. A/c., and B/S. Jilako 
Closing Entries. All paymcnls are made by cheque, and^ all 
amounts received are paid into the Bank upon receipt. Ivccp 
separate A/c.s. for Sheep and Cattle. 

Miiy. 1. Settled C. Deelcr's .T/e. as follows : .accepted 
his Draft at 1 month for £150, gave him 
B/R. {No. 3) for £100, .and my cheque for 


the remainder .071 10 t! £321 10 (! 

,, S. Botighl Cattle from 11. Dccler 87 5 0 

Bought .Sheep from C. Dcelcr 51 - - 

Bought at Auction, paying hv Cheque, Cattle 

£•13 7 (i, Sheep .£9-1 17 3 ....'. 13S 4 9 

,, 22. Sold O. Johnston, Sheep, £110 17 7, Cattle... GO 10 - 

,, rn. Cash Sales during month: Sheep £1.35 10, 

Cattle 12710 - 

ily acceptance to C. Dcelcr p.aid by Bank... 150 - - 

Paid W’ages and Exponse.s for month 3117 ;i 

Stock 0 / Cattle £570, Sheep £310. 


2. . On 15th Feb. I dispatched Goods valued at £219 10 - to 
A. Train & Sons, Calcutta, to be sold by them on commission. 
Freight cost me £4 13 10, Dock Dues £1 io 3, Insurance £2 15 
and Cartage liis. Gd. On 23rd June I received from Sle.ssrs. 
'Train Ot Sons .Account Sales with Cheque for .£240 13 4, the 
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balance due to me afi^r deducting their expenses and comaiis- 
'.inn. Make the Journal entrif s to record !h<*v; transactions, and 
to 'ir/sv the resulting profit or iou. 

Cambridge Local iSetnor, july, 1000). 

Jones and Robinson conimcnce business, Jones supplying iSOOO 
capital, and Robinson i'luOO, Rj the ngrte-irient between them; 

(1) The profit or loss is to avjTtaicrtl at the end of the year ; 

(2) 10% of the net profit is to be placed in a Reserve i'und, 
against which Bad Debts and other accidental lo'ses arc to be 
debited. Jones, v.ho acts as manager, is to receive two-thirds 
of the remainder, and Robinson one third. On 30th Xov., 190^, 
the Ledger of the firm shows the following balanoes ; Dr. 
Balances : — Phihpson Co. £227 ; Armstrong « Co. £134; Pur- 
chases of Stock £2005; B/R. £3.50; Cash at Bank £.50^1; IVages 
£.57.3; Plant £1800. Cr. Balances: — Jones' Capital A/c. £2000; 
Robinson’s Cap. A/c £1.500; Bird t Co. £290; Jenkins & Co. 
£179; Sales of Stock £2279. Rnttr, post, prepare T,B,, V. & L. 
.\/r and B/S. AU fayvirrits arr Trade by ehequet rind all 


receiflt -paid into barb. 

D-c 3. Sold Goods for Cash £107 

,, .5. Paid Jf-nkins n Co, £100 on account 190 

„ 7. Arntstrong A Co. pa> a composition of 10/- in the 
£, the remainder of their a/c. l/eing written off. 

„ 8, Sold Goods to Philip‘on & Co dO 

„ 10. Philipson 1. Co, accept a draft for £200 200 

„ 12. Accepted Bird A- Co.’s draft for £200 200 

„ 14. Sold Goods for Cash 173 

,, 17, Gfl^ls to tlie value of £20 stolen during the night 
,, 19. £1,5 worth of the stolen goods recovered, the re- 
mainder arc considered irrecoverable. Write off. 

„ 21. Sold Goods for Cash 73 

„ 28. Bought Goods from Jenkins U Co 9.5 

„ 31, Paid Wages 35 

Slack in hand £1537. 


Cambridge Local {Junior, December, J913), 

1. At the end of July, 191,3, my books shewed the following 
bidanccs; Bank overdr-aft £T4 10 s.; Jj/R. jj/p, £130; R. 

*■'- -t-o .-ind P. Watson 

£tG 10s. ; Goods in hand £1093 1.5,. Journalise alt transactions, 
post, prepare T.B., P, & L. A/c., and B/S. JonrnaUse transfers 
to 1 . & L, A/c, A/f paymrnt: are made by cheque, and all 
amounts received are paid into Bank upon receipt. 

Aug. 1, Bought Goods from P, Watson £127 5 - 

„ 2. Received a Cheque in payment of an old 

a/c. previously written off as a bad debt... 23 1-5 - 
„ 5. Returned Goods (invrdced at £17) to P, 

Watson, the '•ame not being of the Quality 

ordered 17 - - 

„ 5. Sold Goods to various customers for Ca'^h 7-1 * - 
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Aufj.S. fur JLT.'i {trcrncd (fcm G. )l.trkcr) «.ti 


chthonmitcd X75 . . 

I'aiil noluiR rhnrRC Jo? vime 2 0 

„ II. Kf<-me(l K. IJirhnnlv ii's arcepi.inrt- Jor 200 - . 

IfiRr'her \\ith Chi^q forillT, atIo’.^c^I Die. H - • 

l(i. Drew for lVr<- mnl I.'tjipi!*.?, 12 - • 

,, 10. H/r*. N’o. 1 for £100 m.iturH and met 

.It linn) . JOO - 

,, 22. Good** III 11. l{irl).ttd'.oii ;)1.‘» . . 

,, 2.". G. Harker jnid .a firat .and fmni iliMdend of 
to' dd. in the £ llfid. X.'iO 1 8 Wrote off 
rialanqe ,i<. li.ad 

,, 2~. Paid r. Howe £2J 7 C, IJtsiomil .illnucd -12 (! 
,, .00. Paid lit lit Xlfl Paid W.ai;C!> . . 8 10 - 

in hnrd i<101 

2. In tlir P. f. I. \'< in m\ Ledger I find tlie fonowtug 
cidriM, cntJi of winch i.art'fiilL taphiin — 

Cr 

l»ii ^ r ^ .tj tan j £ < <! 

Oct 31 ToTrjtle rinri o' IM « I 'ci .n i lt> Gooiis Sia in 

.... I .. C.llMMl IM tl I . Pocoiiljl la 0 


Camhildjfe Local (/h-jIit, (inrnl'tr. pin) 

1. At the end of Ott , Utlh, iny lixAc Aitwed the follow iiig 
h.vl incea • Oierdr.aft .at ti.atih ilO, frtditor, A. Morgan i2:i0 . 
nehlor'., C. Ilnrnaby iflfU, .and I) Kt.id i'81 , Hills P.ay.ablc XI2.") , 
llills llccct'.able i200 , Goods X112t 10s jonrnalisc nil transac- 
tions, i>os!, prcp.are 1 It., P. & L. A/t , .vul Il/S. Journalise 
tr.ansfers to P. L. A/c. All f,",n.enls are trade by cheque, 
aid all ai’Wun/3 received are 'aid into lie ban/, ufon receipt. 


Xov. 1. nought Oooils from P. Henson £0i 7 • 

.2. Prtw for Ptrs-anal Lapcnsr> . . 10 - - 

,, 7. C. Ilurn.aby sent cheque for XlGl, and 

ncexiptcd draft (or 200 . . 

Sent b ich to P. Henson Goods d.unngcd in 

transit mtoiced at ... . IG .2 - 

,, 10. .\icepted A. Morgan’s draft for ... ... 230 - - 

,, l.'l. n/P. (No 1) nmlured .and w.as met at Bank 100 - - 

„ 17. Sold Goods to A. Morg.an <11.3 - - 

,, 18 Sundry Cash Sales .. .. 10512 • 

,, 22. Dicromittd H/R (No 1) for tl.50, the li.ink 

.allowing me 14810 . 

,, 20. Bought Goods from P. Benson ... 300 10 - 

„ 27. D. Head, having faded, paid his creditors 
12s. cd. in the £, wrote off the balance of 

his aorount as a Had Oebt C2 10 - 

„ 28 n/Il. (No. 2) for X25 became due and was 

paid into inv Hank 25 . . 

„ 20. Paid Wages, XIO. Paid ^ rndc Eapenses . 13 10 - 

Sloe?, trt hand £11S3 13s. 
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2. I find the following entries in my Ledger, caclt of which 


carefully explain. 

Dr. CAPITAL. Ci- 

1913. Sept. 30. By Profit and Loss £23i ' • 

Dr. D. JOXES. Ci- 

191.3. Oct. 18. By Bank £125 - - 

,, Bad Debts 75 • 

Dr. DISCOUNT. Cf- 

1913. Oct. 25. By T. Snooks £G 10 ■ 


Cambridge Local (Senior, December, 1913). 

Messrs. Carver and Wood are in equal partnership. Career 
may draw on current account any sum not exceeding £100 pcr 
quarter ; and Wood as manager has a salary of £900 a ysar. 
10% to be written off the value of the Plant and Machinery. 
All -payments are made by cheque, and all amounts received ore 
paid into the bank upon receipt. Post the opening balapces 
direct to the Ledger, and enter the transactions in proper order. 
Prepare T.B., P. & L. A/c., and B/S. On 1st March, 1913, the 
firm brought forward Dr. Balances : — Stock of Furniture (on 1 
April, 1912) £4375; Stock of Mahogany (on 1 April, 1912) £850 > 
Carver, Current A/c. £350; Plant S: Machinery £3420; For- 
chases £1237; Kent (11 months) £440; Productive Wages £2415; 
Trade Expenses £17.35; Salary £825; Cr. Balances : — Bank (n/c. 
overdrawn') £W" ; Carver, Capital A/c. £3000; Wood, 

A/c. £4540; Wood, Current .A/c. £225; Sales £4745. 

Mar. 3. Sold Furniture — for Cash, £285; to Sundry Drs. *£537 
„ 7. Fire in warehouse : Furniture (fully insured) 

destroyed valued at 

., 11. Sundry Debtors paid 

,, 15. Bought Mahogany at auction for Cash £317, and 

of Adams Co 

,, 18. Received from Fire Insurance Co. on account of 

Furniture destroyed by fire 

,, L9. Accepted Messrs. Adams & Co.’s Draft at 2 raos. 

,, 22. Sold Furniture for £835, reed, in exchange B/R. 

and booked the rest to Sundry Debtors 

,, 31. Productive Wages. £450. Paid Trade Exs 

Due but not paid Kent £40, Salary £75 

Value of Stock : .'ifahoganv £1200, Furniture £.5912. 

Cambridge Local (Senior, December , 1913). 

Messrs. Srlineider and Schramm are in partnership, sh.sring 
profits or losses in piroiiortions of five^eighths to the former and 
three-tighllis to the latter. (1) Reserve for Bad Debts to be 
increased by the aildition of 8% of the value of the Book Debts 
outstanding, bad debts being debited against this Reserve as 


390 

420 

5S5 

390 

5S5 

400 

435 

150 

115 
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they occur. (2) 8% to be written oft the value of lease. All fay- 
mettis are made by elicgiie, and a!i amounts received are paid 
into the bank upon receipt. Post the opening balances direct to 
the Ledger, and enter the transactions in proper order. Prepare 
T.B., P, I't L. A/c. and B/S. On 1st March, 1913, the firm 
brought forward the following Dr. Balances ; — Lease £1250 ; 
Sloch of Cloth and Clothes on 1st April, 1912, £GS3 ; Purchases 
£450; B/R. £100; Sundry Debtors, £197; Bank £133; Discount 
£33; Trade Expenses £515. Cr. Balances • — Bad Debts Resor%e 
£58; Ariston Cloth Co. £311 ; Sales £1183; B/P. £85; Schneider 
£1074 ; Schramm £050. 


Mar. 3, Sold to Sundry Debtors Suits to order £02 - - 

Sold Ready-made Clothes for Casli . ... 49 - - 

„ 4. Bought Cloth of Ariston Cloth Co 89 - - 

And accepted their draft at 2 mos. for ... 280 - - 


,, 7. A. Debtor, from whose account £19 had been 

written as irrecoverable, pd this sum in full 19 - - 

,, 11. B/R. for £100, drawn by the firm on S. 

Tweed, matured and was dishonoured. 

Noting Charge paid on same -20 

„ 14. Tweed sent his Cheque for 100 2 0 

„ 22. Sundry Debtors paid £95 ; Dis. allowed £2 97 - - 

„ 22. B/P. for £85 matured and was paid by Bank 85 - - 

<) 29. Sold Ready-made Suits for Cash 23 - - 

Sold ditto to order of Sundry Debtors 03 - - 

,, 31. Pd. all Trade Expenses for month of March 05 - - 

Value of Stock (Cloth and Clothes) £1110. 


West Riding County Council (Intermediate, lOOT). 

Journal Returns Outwards Bk. Bought Ledger 

Sales Day Book Cash Book Impersonal Ledger 

Returns Inwards Book Sales Ledger. Private Ledger. 

Purchases Day Book 

Open the Books of William Barker, Manufacturer, on 1st 
March, 1907, in accordance with the following particulars : — 
Due to Bank £09 14s. Sd., Stock £495 Is. 2d., Machinery £880, 
Motor Delivery Van £250, Due from Ward & Sons £108 9s. 6d., 
Due to James Arnold £44 Ss. 9d., Bill Payable (Fryston & Co.) 
£05, A. Jones owes a disputed debt estimated to realise £3. 
Record the transactions and close the books showing P. & L. 
A/c. and B/S. The INVOICES sent out for goods sold were : — 

5Iar. 5. IVard & Sons, 09 Wall Street, IVilton, 10 Gross Mixed 
Fancies ® 23s. Gd, per dor.; 54 dor. Best White 
Fancies @ 25s. per dor. ; iier own san. 

„ 21-. Briggs & Co., Ltd., 32 City Court. Crompton, 210 dor. 

Double Fancies @ 3Gs. Gd. per doz. ; 4 only blue 
Fancies @ 44s. Gd. per doz. ; packing case Ss. ; per 
G.N.R. carriage forward. 
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The CREDIT NOTES sent out were: — 

JIar. 8. Ward & Sons, Overcharge on 54 doz. Rest White 
Fancies @ 2s. 6d. per doz. 

„ 27. Briggs & Co., Ltd., 1 packing case returned 5s. 

The PURCHASES were 

Mar. 9. Jas. Arnold, Raw Material, £124 9s. Id. 

,, 14. The Well Stores, Ltd., Coal £10 11s. 8d. ; Machinery 
Repairs £12 14s. Gd. ; Patent Stoking Apparatus £55. 

„ 23. The Well Stores, Ltd., E.vtra Tyre for Motor Van £5 
5s. ; Repairing Motor Van £8 19s. 3d. ; Packing 
Cases £4 2s. 9d. ; Coal £9 Is. Gd. ; Petrol for Motor 
Van £6 11s. Gd. ; Machinery Oil £5 10s. 

CREDIT NOTES received were : — 

Mar.l2. James Arnold, Raw Material returned, £10 7s. Id. 

„ 16. The Well Stores Ltd., for Old Furnace Bars, £6 9s. Gd. 

All Cash received is paid to Bank weekly on Saturdays, JIarch 
9, 16, 23, 30. 

The RECEIPT BOOK Counterfoils were 
Mar. 4. Ward & Sons, Cheque (dated Mar. 12), £53 Is. ; Cash, 

£50 ; Discount, £5 8s. Gd. 

A’o/e. — Ward & Sons’ Cheque was returned by the Bank on 
Mat. 14 “ dishonoured.” Acting on Ward & Sons’ 
instructions it was paid into Bank again on Mar. 23. ; 

Mar.16. Lewis & Co., Solicitors, £5 18s. Gd., being amount 
recovered from A. Jones, £7 lOs. (less law charges 
£1 11s. Gd.), for disputed claim. 

,, 28. Briggs & Co., Ltd., cheque on a/c. £200. 

„ 29. Hopkinson & Co., 2 packing cases. Cash Sale 15s. 

,, 30. The Well Stores, Ltd., hire a Motor Van 3 days @ 2 
guineas, £6 6s. 

The CHEQUE BOOK Counterfoils were : — 

Mar. 7. Self, Wages, £45 3s. 2d. ; Petty Cash, £2 IGs. lOd. ; 
Private, £5. 

„ 8. Jas. Arnold, £41 19s. 7d. in settlement of a/c. to date. 

,, 14. Self, Wages, £51/9/6; Petty Cash £3/10/G; Private £5. 

., 22. The WeU Stores Ltd., £68/4/-; Discount, £3/11/10. 

„ 21. Self, Wages, £41/3/9 ; Petty Cash, £3/16/3 ; Private £5. 

„ 26. jVo/e — Fryston & Co.’s Bill due this day pd. by the Bank. 

,, 28. Self, Wages, £47/6/8; Petty Cash, £2/13/4; Private £5. 

„ 30. J. B. Richardson, 1 month’s Rent, £8/13/4. 

On examining the Bank Pass Book on 30th March it is found 
that the cheque on the 22nd inst. for the Well Stores, Ltd., is 
entered £68 4s. lOd., and the receipt also shows this amount. 

J. B. Richardson’s cheque has not yet been presented at the Bank. 

The Petty Cash Book shows a balance in hand of .£1 3s. Gd. at 
the end of the month, the remainder has been paid away in 
Sundry Expenses. On comparing the Stock at the end of March, 
it is found that the Stock List at 1st March, 1907, has been over- 
added £50. 30th March, 1907, Goods £365 14s. 3d. and 

extra tyre at half cost. 
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West Riding County Council {Intermediate, 1908). 

Journal Returns Outwards Bk. Impersonal Ledger 

Sales Day Book Cash Book Private Ledger 

Returns Inwards BookSales Ledger Bought Ledger 

Purchases Day Book 

The following T.B. is taken from the books of Messrs. Carr .t 
Willis on 31st December, 1907. Re-open the books. 

William Carr, Capital A/c ^1024 - 3 

James WiUis, Capital A/c 1 3 

I'ixtures A/c ^250 - - 

Trading A/c., Stock 860 tS - 

.Advertising A/c., Stock 1510 * 

Bad Debts A/c., Reserve 10 - - 

Cash Book, Bank Balance Ill 19 3 

Sales Ledger Balance ; — Rush & Co., Ltd. 

(note : — terms, 5% for monthly settle- 
ment on the loth) OS 11 2 

Sykes Ltd. 33 9 5 

Bills Receivable .A/c 29 - - 

Bought Ledger Balance : — Rush & Co., 
i Ltd. (note terms, 5% for monthly 

settlement on the 10th) 5S 3 4 

Record the transactions and close the books, showing Trading 
A/c. and B/S. The INVOICES sent out for goods sold were 

Jan. 3. Sykes Ltd., Lightown, 85 yds. “ Frictionless” 

Belting @ 3s. 9d. per yd. ; 9 do^ & 1 Patent 

Laces ® 13s. per doz.; per N.E.R. carr. pd. £22 - 1 

„ 8. Rush & Co. Ltd., Broadfoot, 370 yds. “Power- 

ful” Strapping @ 2/8 per yd. ; per their cart 49 G S 
„ 25. Sykes Ld., Lightown, 3cwts. 2 qrs. 81bs. Rim d 
Sheets @ l/2id. per lb. ; 4 Double Fretwork 
Chains @ 25s. each; per N.E.R. carr. pd. 29 3 4 
„ 27. Rush & Co. Ltd., Broadfoot, 1130 yds. "Power- 

ful” Strapping® 2/6 per yd. ; per their cart 141 5 


The CREDIT NOTES sent out were 
Jan. 6. Sykes, Ltd., Lightoivn, 1 doz. Patent Laces @ 
13s per doz, returned “ wrong size 

„ 9. Rush & Co., Ld., Broadfoot, Id. per yd., over- 

charge on 370 yds. Powerful ” Strapping 

The INVOICES RECEIVED were _ 

Jan. 4. North Eastern Railway Company, Carriage... 

„ 14. Rush & Co., Ltd., Broadfoot, Goods 

„ 16. Warner Bros., Printing Show Cards 

„ 21. Vale & Miller, Fitting up New Show Room, 
£66 10s., and mending show case broken 

during Stocktaking £3 15s. . — 

„ 27. North Eastern Railw.ay Company, Carriage 
„ 31. Warner Bros., New Set of Account Books 
received Tan. 1 


-13 - 


1 1010 


1 2 G 
39 6 1 
2211 1 


70 5 - 
-17 3 


415 - 
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The riU.DII NOri:S rerencd were 

Jan. 3. ]{u<-li A <'o., Tld., floods rcturnod A’.') - • 

,, Is. Warner lIro.» , idhiwaiur for Show' ('ar(J^ 

■ilinlitl) li.itnaKf^'I in trat)*.!! 1 - • 

I'.V.SII rC't'ivcd during (he month w;es : — 

Jan. 4. I roin Hmil. In f’hemie ' ~ 

,. 10. lUnh iv t o , i,td.. t heq. in Settlement to dale 5S 2 C 
.. 15. Sjl.o, Ltd., fash £^2 1,. M. and cheque 
idrawn bj f Kogers) X’20;Di«. jK 14 lOd. 

.. 2.5. I rom Hanl. In I'ii-qiie 20 - * 


The J’A5.MI':M.S were.— 

Jan. 4. Wages X'G Os. Gd. Sundry small e.\penses... 

., 0. North I. astern Railuas fo, fash 

., 11. Wages . 

,, II. 'I'o Bank 

., IG. To Bank 

„ IP. Wages ,. ... 

.. 18 Bank Ifebit A/c with amount of f”. Rogers* 

Cheque returned dishonoured 

„ 20. Warner Bros., Cheque in Settlement to date 
„ 25. Wages XG Is. 3d. Sundry small expenses 

., 29. Vale fr Miller, Cheque on' A/c 

„ 31. Win. f arr, \vithdraw,aI,Cash i25. Cheque X20. 


.14 3 
1 2 C 
G .5 - 
5S 2 6 
33 - ' 
C 4 - 

20 - - 
20 9 G 
1 SlO 
40 - • 


On Jan. 31 the Btll Rcieisahlc, £29. is discounted with the 
Bank, who charge •'« 9d lor doing so. It is doubtful if the 
balance duo fro.m Sykes, I.td., wilt be recorered, therefow 
increase tlie Bad Debt Reserrt to cover an estimated loss of 50% 


of this debt. 


Dach partner is entitled to 3% per aim. int. on cap. in the 
business and they share the profits equally. 

.Stoci cj Goods, £733 lOs. ; Adrertising Stock, £120. 


West Biding County Council, {htlermediale, 1909). 

Messrs. William .Vbbott and James Berrvs are Coal, Coke, and 
I.ime Merchants, trading as Messrs. Abbott & Berrys. On Dt 
Teb., 1909, tlieir Assets and Liabilities were as follows : — 

Horses, Cart and Harness £184 10 

Office Furnitue GO - - 

Stock:— Coal £300; Coke £320; Lime £140 1020 - - 

Bill Receivable (Bryde &. Son, due 4th Mar., 1909) ... 100 - ' 

Sales Ledger balances : Bryde & Son 05 10 - 

Anderson & Co 235 G S 

Bought Ledger balances : .Anderson & Co 118 3 4 

Deepdown Colliery Co. ... 72 4 9 

B/P. (Deepdown Colliery Co., due ISth Feb., 1909)... 240 - - 
Bank Overdraft 1G911 3 

The Capital belongs to the partners in equal shares, The 
Partnership .\gree.menf presides for int. on Cap. at 5% per ann., 
and for \\m. -Abbott to have Jths of the profit, James Berrys 'Jths, 
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Kiitet and post the boots, prepare T.B., and close the books od 
31st March, 1909, showing B/S. The Sales Day Book and Pur- 
chases Day Book are ruled to keep a separate record of Coal, 
Coke and Lime. Expenses are not entered in the Books until 
payment is made. All cash received is paid to Bank on the 
following morning. The Cash Book is balanced monthly and the 
totals of Sales, Purcliascs, IteUirns, and Discount are posted to 
the Impersonal- Ledger monthly. The Stock is taken on 31st 
March, 1909, and is found to he Coal J6750, Coke £423, Lime £93. 


The INVOICES sent out for goods sold were : — £ s. d. 

I'cb. 3. Thos. Speight & Co., Ltd., Birkenhead, Coal 13813 8 

„ 8. Bryde & Son, Bristol, Lime 83 410 

„ 8. „ ,, Coke 49 4 1 

„ 17. Anderson & Co., Vork, Coal 19614 6 

., 17. ,, ,, Coke 73 4 9 

Mar. 1. Bryde & Son, Bristol, Lime 6 2 4 

,, IG. T. Speight & Co., Ltd., Birkenhead, Coal ... 539 1 8 

„ 16. „ „ „ Coke . . 190 4 1 

„ IG. „ ,, „ Lime.. 44 16 7 

„ 22. Anderson & Co., York, Coke 64 310 

,,22. „ „ Coal 113 610 


The CREDIT NOTES sent out were :~ 


Ecb.lO. Bryde & Son, overcharge on Lime sent 

8th inst 

„ 20. T. Speight & Co., Ld., error in inv. sent 3rd 

The INVOICES received were : — 

Feb.lO. Dccpdown Colliery Co., Coal 

,, 10. ,, ,, Coke ... • 

24. Anderson & Co., Lime 

Mar.ll. Deepdown Colliery Co., Coal 

,,11. ,, ,, Coke ......... . • .. 

„ 26. Anderson & Co., Lime 

The CREDIT NOTES received were : — 


4 3 3 
-10 - 


329 8 6 
134 3 2 
4311 4 
798 4 6 
285 1 8 
43 3 3 


Mar.l3. Deepdown Colliery Co. allowance for short ^ 

weight in Coke sent llth inst 6 - 6 

„ 28. Ander.son & Co., overcharge on Inv., 26th... » J a 

CASH received was : — 

Feb.lO. Anderson & Co. cheque £114 4s. 6d. in settlement of 
a/cs. to 31st Jan., 1909, Sales Ledger a/c. subject to 
li% dis. £2 18s. lOd. ; Bought Ledger A/c. net. 
Bryde & Son cheque £63 17s. 3d., dis. £1 12s. 9d. 
B/R. (Bryde & Son due 4th Mar.) £100 ‘o 

T. Speight & Co., Ltd., cheq. £134/14/7, dts. £3/9/1. 
Anderson & Co., cheque £223 Os. 5d. in settlement et 
a/c. to 2SthFob., 1909; Sales Ledger A/c. subject to 
li% dis. £3 7s. Gd.; Bought Ledger -Vc. ^ . 
Bryde & Son cheque £205 33. Od., being Isl and final 
dividend of 17s. Cd. in the £ on a/c. due. 


„ 10 . 
..Mar. 3. 
» 11 . 
„ 11 . 


29 . 
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Mar.29. Emplojcrs’ Insurance Co. cheque SA 3s. Od., being 
refund of compensation already paid to one of the 
Cartmen by the firm, as Wages whilst ntvay from 
work owing to injuries received. 

The CHEQUES drawn were: — 

I'eb.l2. Deepdown Colliery Co. j£63 12s. 6d., dis. il3 12s. 3d. 
13. Selves ^25 (for Wages i223/2/C, TradoJJxs. J21/17/0). 
18. Bill Payable iC240 due this day advised at Bank. 

24. Midland Rly. Co. £15 Cs. 3d. for carriage outwards. 

,, 27. Wm. Abbott £20 withdrawal. 

„ 27. James Berrys £20 withdrawal. 

,, 27. Nield & Son £10 5s. Od. for advertising. 

„ 37. Selves £32 (for Wages £23 12s. fid., Travelling Exs. 
£5 4s. Od., Trade Exs. £3 3s. Gd.) 

Mar. 6. Bank return Bryde & Son’s acceptance £100 dis- 
honoured, and charge 2s. for noting. 

„ 10. Deepdown CoUierv Co. £-440 Ss. Id., dis. £23 3s. 7d. 

„ 12. Selves £35 (for Wages £24 19s. 6d., Travelling Exs. 

£5 18s. 2d., Trade Exs. £4 2s. 4d.) 

., 18. Wm. West £35 for additional Horse. 

„ 2G. Selves £33 (for Wages £23/4/3, Trade Exs. £9/15/9). 

National Union of Teachers, (intermediale, 1903). 

1. Looking through some a/cs I find the totals of the sides to 
be as follows ; — ^John Brown, Dr. £50, Cr. £100 j Cash, Dr. 
£110, Cr. £1G0; Bad Debts, Dr. £-90, Cr. £40. Say in eat* case 
whether the balance is a debit or credit balance, and give its 
exact meaning. 2. Give the meanings of: — C.I.F. ; F.P.A. ; 
F.G.A. ; H.M.C. ; Cum. Div. ; F.O.B. 3. With respect to the 
document below write down : — (1) Its name ; (2) Its domicile ; 
(3) Its maker ; (4) Value and description of stamp necessary ; (5) 
The earliest date on which it may be cashed. 

£205. LONDON, 1st January, 1903. 

ON DEMAND I ■promise to pay Adam White the sum ol 
Ttvo hundred and five pounds jor value received. 

Payable at the City Bank. John Black. 

Ex. On 1st Jan., 1908, the state of Abraham Black’s business 
was as follows : — Assets : Cash at Bank £1200 lOs., Goods on 
hand £1500, B. Brown £240 17s. Gd., C. Green £250 2s. Gd., D. 
Grey £108 10s. B/K. Nos. 10 II £400, Freehold Premises £5000. 
Liabilities ; B/P. No. 20 £320, F. Orange £310, W. WTiite £75. 
Enter, post, prepare T.B., P. & L. A/c. and B/S. Pass closing 
Entries through Journal. All amounts over £5 paid by cheg^ue. 
All receipts paid into Bank same day. 


Jan. 1. Drew and cashed cheque for office cash £50 - - 

Paid water rate 312 6 

„ 2. Consigned to C. Green, of fjuebec, to be sold 
on my a/c. and risk : Goods invoiced at 
£400 ; Paid charges on same 30 10 • 



299 


Jan. 3. Drew by arrangement on C. Green at 3 m. for £200 - - 


Cash Siles 275 10 6 

,, 4. Bought Goods of F. Orange for 2 mos. bill... 148 IG G 
)) G. Fire damaged the premises this day to the 

extent of i£200, and destroyed goods value 40 - - 
(Both the above were uninsured). 

,, 7. Paid W. White £73 15 6; Dis. allowed 14 6 

,, 8. Retired Bill No. 20 by cheque £317 17 6 

Rebate allowed 2 2 G 

II 9. B/R. No. 9j W. Violet £250, previously dis- 
counted with Bank, returned dishonoured. 

Noting Expenses 12 G 

„ lO. Purchased from F, Orange on joint a/c. 

with B. Brown, Got^s invoiced at 300 - - 

Paid charges thereon 12 10 - 

,, 11. Drew Cheque for Wages 15 - - 

,, 11. Received of B. Brown his half of cost of 

goods purchased on joint a/c 150 - - 


,, 13. W. Violet requests a renewal of his dis- 
honoured BiU for 3 mos., agreeing to pay 
Noting Exs. and £4 Int. A new Bill for 
the whole was drawn accordingly, which 
he accepted 

St 14. Sold Goods to B. Brown for 2 months’ Bill 29517 G 
1 , 15. Received of John Bone in discharge of a/c. 


written ofi two years ago 35 12 6 

„ Is. Sold Goods to D. Grey 16015 - 

Paid F. Orange 310 - • 

„ 20. Reed, of D. Grey £107 ; allowed dis. £1 10 

„ 21. Received sight draft from C. Green 250 2 6 

I, 22. Cash JPurchases 305 17 6 

Paid for coal for offices 4 7 G 

,, 23. Sent B/R. No. 10 to Bank for collection 150 - - 

„ 24. Sold Goods to W. White 90 15 - 

For which he gave a cheque for £100 and 

reed, difference from office cash 

,1 25. Drew cheque for Wages 15 - - 

„ 27. W. White’s cheque for £100 returned by 

bank dishonoured 

,, 28. Reed. A/S. from C. Green showing that 
goods consigned to him realised £520, and 

that his charges amounted to 25 10 - 

I, 29. Reed. Cheq. from W. Whiteinsettlem’tof a/c. 

,, 30. Drew Cheque for Salaries 4510 - 

Sold the Goods purchased on joint a/c. for cash 410 - - 

Our Commission on the above 510 - 

„ 31. Drew Cheque for private purposes 25 - - 

Interest on Capiti 3310 - 

£996. 
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National Union of Teachers. {Inlermedialc, 1909). 

1. Describe briefly the Imprest System of Petty Cash. 2. 
During tlie iveelv a costermonger invested C5 in fruit and 10/- in 
paper bags. He paid the boy who helped him 7/-, and the hire 
of his barrow cost him 3/6. On Saturday night he found his 
takings amounted to £S, and he reckoned he had 1/6 worth of 
bags and 5/- worth of fruit left. Make out an A/c. showing his 
profit for the week. 3. Explain ; — Bonded Goods, Dei Credere, 
Kebate, Scrip, P.P I., A/S. 


Ex. The affairs of Arthur Abel, Contractor, stood as follows 
on 1st Jan , 1909 — Assets : Cash in Office £30-, Cash at Bank 
iUOO, Bills Receivable, No. 1, IKOO, No. 2, JE240; Benjamin 
Binns, £720; Expenditure on Contract 10 f2160; Expenditure on 
Contract II £4800; Freehold Premises £7500; Horses & Carts 
£1100; Stock of Materials £3000. Liabilities : Bills Payable, 
No. 20 £150, No. 21 £250; Charles Cain £350; Instalments 
received on Contract 10 £1200 ; Instalments received on Contract 
11 £3600. Enter, post, prepare T.B., P. & L. A/c., and B/S. 
Pass closing entries through the Journal. All -payments, unless 
othersvise slated, are made by cheque; all receipts are paid into 
the Bank same day. 

Jan. 1. Reed. Cheq. for Bill No. 1 £198 10; Rebate £110 
Signed Con. 12 to restore St. John’s Ch. for 4000 - 

Bought of Charles Cain Bricks value 530 10 

Pd. him Cheq. £350, & acceptance at 3 mos. 300 - 

Paid for two new Horses 75 - 

Paid for Postages, &c., Office Cash 212 

Received Instalment on Contract 11 615 - 

Paid Wages — Con. 10 £155 15, Con. 11 90 5 

Materials supplied to Contract 10 365 10 

Materials supplied to Contract 11 550 10 

JIaterials supplied to Contract 12 240 15 

Retired Acceptance No. 20 by cheque* £148 

12 6. Reb.ate allowed 17 6 

Bought Tiles of Chas. Cain for 2 mos. bill... 23017 6 
Reed. cheq. from Benj. Binns £411 12; Dis. 8 8 - 

Paid for Repairs to Carts 10 5 C 

B/R. No. 2, Frank Fox £240, due this day 
returned dishon’red. Noting Exs. — Office - 12 6 

Retired Acceptance No. 21 Cheque £247 10 -; 

Rebate allowed 2 10 - 

Arthur Abel’s Drawings 45 - - 

Charge Benj. Binns for repairing his roof... 12 2 6 

Bought Cement of Charles Cain 29010 6 

Paid Wages— Contract 10 £60; Contract II 
£100 14 6; Contract 12 £45 7 6; Yard 

Watchman — Office Cash 1 15 6 

Materials supplied to Contract 10 605 - - 

Received Instalment Contract 10 720 - - 

Paid for Water to Contract 11 610 - 

Materials supplied to Contract 12 175 2 6 


1 . 

2 . 

4. 

5. 

6 . 


8 . 

9. 

11 . 

12 . 

, 13. 

, 14. 

, 15. 
, 16. 


18. 

19. 

20 . 
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Jan. 21. Wrote off value of a Horse killed in street ... XfiS - - 

,, 22. Received of Edward Easton for Cartage 20 5 9 

„ 23. Contract 10 completed and passed. Final 

Instalment reed 2400 - - 

,, 2.1. Contract 11 completed. Balance due 1200 - - 

,, 20. Received Instalment on Contract 12 150 - - 

,, 27, Reed. cheq. for Frank Fox’s dishon’red Bill 

and Noting Expenses 

,, 28. Received Instalment on Contract 11 COO - - 

,, 30. Paid Salaries SO - - 

,, 31. IntcTCsl on Capital 54 - - 

Depreciation of Premises 10 - - 

Stork oj Moterials on hand £2200. 


Exercise 67. t^Rayal Society of Arts, Intermediate, 1912.) 

Q. 1. What is a negotiable instriinienit What is the effect of 
marking a document not negotiable'! Q. 2. Briefly explain the 
purposes for which the Journal is employed in an uf-to-date 
counting-house. Journalise the following : — (a) On 18th Jan.. 
1912, Peter Sykes exchanged, with Peter Blair, a motor-car 
valued at £350, giving him a dog -cart, valued at £150, and two 
hor.ses valued at £100 each. (6) On 19th Jan., 1912, John Smith 
returned damaged goods, invoiced at £10 145. Cd., to Andre 
Gammon. His book-keeper entered the transaction in the Sales 
Journal in error. 

, Ex. 1, George Korman and Robert Carter are IMiolesale and 
Retail Grocers, the former’s Capital being twice that of the 
latter. On Slst Dec., 1911, in addition to the partner’s balances, 
the following appeared in their Ledgers ; — Assets : Cash in hand 
£47; Cash at Bank, £482; Stock, £870; Fixtures, Fittings 
Utensils, £247 ; Hor.ses & Vehicles, £155. Sundry Debtors : — 
J. Morley, £68; A. Barnes, £23; R. Foster, £29; S. Middleton, 
£35. Liabilities: Sundry Creditors: — ^J. Harris & Sons, £50; 
W, Clark, £55; Evans Lloyd ft Co., £64; W. Newton, £15; 
Reserve for Rent (due 25th Dec., 1911), £50. Enter in the 
Ledger the foregoing particulars, and pass through the books 
the transactions from Jan. 1st to 8th, 1912. Balance the a/cs., 
bring down the balances, and extract a T.B. All purchases and 
sales were on credit, unless the contrary is stated. 

1. Paid into Bank, £30. 

Reed, from J. Harris & Sons, 3 cwt. of sugar at IGs. Cd. 

Reed, from W. Clark, 20 cases of preserved fntit at 9s. Cd. 
per doz. tins (each case contained 2 doz. tins). 

2, Sold to A. Barnes 50 lbs. tea at 1/4 per lb., and charged 

him 3/- for boxes. 

Accepted 3 mos. bill from J. Harris & Sons for £50. 

Cash Sales for the past two days were £77. 
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3. Rccd. cheq., which was paid into Bank, from S. JlidtilE- 
ton, in settlement of his a/c., less 5% dis. 

Cash Sales for the day SSI. 

3. Paid Rent (due 25th Dec., 1911), by cheque. 

Sold to R. Foster, 12 cases of “ X.L.” Sauce at 3/3 pet 
doz. bottles (each case contained 2 doz. bottles). 

Returned to W. Clark, 1 case of preserved fruit, delivered 
on the 1st inst. — goods faulty. 

5. J. Morley accepted a 1 month’s bill, drawn on him for *40. 

Cash Sales for the past two days were £'S3. 

G. .Sold to S. Middleton 1 gross tins Cocoa at 6/- per doz. tins. 

Reed, from Evans Lloyd & Co., 30 kegs of butter, coa- 
taining in all 4 cwts., at 86s. per cwt. 

The Bank discounted J. Morley’s bill, charging 3J%. 

Sent Credit Note for 3/- to A. Barnes for boxes returned. 

Paid Wages £13 10s. in cash. 

Cash Sales for the day were £46. 

8. Paid by cheque W. Newton’s a/c. as on 31st Dec., 1911, 
less 2i%. 

Geo. Norman drew in cash £7, and Robert Carter £3 IPs. 

Paid bv cheque, Evans Lloyd & Co.’s a/c. as on 9Ist 
Dec., '1911, less 2i%. 

Paid all cash in hand on this date, with the exception of 
£10 retained for Petty Cash purposes, into Bank. 

(Total Balances, £2111 3 8.) 

Ex. 2. The X Manufacturing Co., Ltd., had a Nominal 
Capilai oi dixiied inVo 5W!1 OrdinaTj Shares £.10 

each, and 25000 6% Preference Shares of £1 each. Prepare 
Trading and P. & L. A/cs. and B/S. for the year ended 31st 
Dec., 1911. Depreciation: — Patents 10%, Buildings 3% per 
ann.. Plant & Machinery 6% per ann. Credit a further reserve 
of 0% on gross Sales to the Bad Debt Reserve A/c. Reserve 
2i% on Debtors for Discount. Reserve £250 for Directors’ 
Fees. Appropriate £2000 to Reserve A/c. Stock, 31st Dec., 
1911, £11420 8s. 


Dr. Balances— 

■Slock, 1st Ian., 13U ... £1G200 4 3 

Cash 108 2 

Bank 3198 13 

Purchases S3123 7 

Returns Inwards 901 7 

Manufacturing Ess. ... 5314 2 

Jlanufacturing Wages ... 13210 - 

S-alarif^ 1525 - 

Trai./llers* Salaries, 

Commission & Ers. ... 3210 - 

Rates and Taxes 210 - 

In-surance 70 - 

General Expenses 14M • 

Discount 1283 2 

Dad Debts 280 - 

Interest & Bank Charges 87 - 
Land Zc Buildings 10000 - 


Dr. Balances continued— 


Machinerv- & Plant 

£17000 

- 

- 

Debtors 

38397 

4 

3 

Patents 

3000 

- 

- 

PreL Dividend Paid 

roG 

5 

- 

Interim Ordy. Div. Paid 

900 

*• 


Cr. Balances — 

Ordv. Share Cap. A/c.... 
Pref. Share Cap. A/c.... 

30000 

- 


25000 

- 


Sales 

C3200 

4 


Returns Outwards 

308 If 

C 

Discount 

578 

3 

* 

Creditors 

9^3 

3 

- 

Bad Debts Res. 1 Jan,, 11 
P. & L. A/c, (Balance 

400 

■ 

■ 

31it D»c.. 1910) .. .. 

810 

• 


Reserve A/c 

2000 


• 


Answer.— Grpxr Prop, £14160 9 2; Net Prop, £3795 9 7; 
Bal. of Affropiation A jc., £999 4 7 ; Total of B/S., £70092 6 7. 
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Exercise 68. {Royal Society o/ Arts, Intermediate, 1313 ) 

Q. 1. llulc tlic forms of Sales Joiirn.al and Cash Book of a 
firm using Town and Country Self-Balancing Ledgers The 
Sales Journal should also proMdc for the analysis of the Sales as 
between three departments. State how and where the items 
entered iii each book should be posted. Q. 2. What portions of 
the Salaries and Wages should be charged to the “ Trading 
Account” and what to the “Profit & Loss Account” in the 
business of a Manufacturer? Name some items of expenditure 
which may occur in the same business, which should be charged 
to Capital. 

Ex. 1. B/S. of Smith and Co , Ltd , Grocers, on 31st Dec , 
1912 — 


^ tUtlllttcs. 



Assets. 



Capital — Nominal — 



j Buildings (ka'tchold) 


£1000 

0000 Slnrcs of £1 ca* 


jCGOOO 

1 I ixiurc^s 1 ittingi and 

nirniturc 

472 




Sundry Debtors — 



^>000 Shares of £1 each 

Issued 


H Pnlconcr 

£1S3 


and paid up 


5000 

T Civc 

71 


Sundrj Creditors — 



\ Car\cr 

140 


Rent 

£120 


\ Row 

27 


Income lax 

62 



. — — 

400 

H Bell 

71 


Stock on hand 


3023 

T, Burton 

33 


Bill Rccci\able — • 



R Lnw son 

GO 


G Watson 


100 


-- - - 

350 

Cish 



Bills Payable — 



1 At Bank 

3252 


\ Scott 


40 

' In Innd 

50 


Profit 5. Loss A/c 


007 

1 

—— 

1302 



£6207 




Open Ledger A/cs and post, through the proper subsidiary 
books, the following transactions , balance the a/cs as on Sth 
Jan , 1913, bring down the balances, and extract a T.B. All 
purchases and sales mere on credit, excepting •where the con- 
trary IS stated All chegnes received were fatd into the Banh. 

Jan. 1. Received cheque from T. Cave, for the bal of his a/c , 
less 2}% dis 

Purchased from A. Scott, 1 gross 1-lb jars of Marma- 
lade at 4s per doz 

Sold to N Carver, lOcwt. of Beet Sugar at 9/6 per cwt. 

„ 2. Paid by cheque. Rent and Income Tax, owing on 31st 
Dec , 1912 

Paid carnage by Cash, iC3 2s 4d 

Reed, from H. Palconer, 3 months’ acceptance, dated 
2nd Jan., for .£100; and discounted same with Bank, 
the Bank Charges being £1 Os 4d. 

„ Sold to V. Row, 561bs. of Tea at Is Id. per lb 

T Cave’s dieque (reed, on Ist inst.) was retd by the 
'^Bank, m.arked R/D. 
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Jan. 4. Purchased from R. Lawson, 2 gross tins of Preserved 
Pears at Gs. Gd. per doz. 

Cash Safes £S 193. 

Pd.T.Burton, by cheq., the bal. of his a/c. less 2]% dis. 

,, 5. Reed, cheque from N. Carver for £S0 on a/c. 

Sold to H. I’alconer, 2cwt. of Ground Riceat2d. perlb. 

Sent Credit Note to X. Carver for os. for allowance lor 
short weight in goods sold to him on the 1st inst. 

,, G. Bin Payable ±40, due this date, was presented to and 
paid by the Bank. 

., 7. Paid ^Yages in cash ±19 5~., Retd. 4d. from each of 8 
employees on a/c. of National Health Insurance. 

Retd, to R. Lawson, 1 doz. tins of Preserved Pears 
(damaged) purchased on the 4th inst., and reed. C/X. 
„ S. Purchased out of Cash a new showcase & fittings, £1S. 

f'ash Sales, ,£23. 

Paid into Bank all cash in hand, less ±10 retained. 

{Total Balances ±6094 12 6.) 

Ex. 2. Prom the T.B. extracted from the books of Angus 
Mac.Adam and John Westrum prepare Trading and P. & L. 
.\/cs. and B/S. for the year ended Slst Dec., 1912. Adjustments: 
Depreciation on Land & Buildings 2J% : on Plant & Machinery 
10%. The Res. for Doubtful Debts is to be increased to 5% on 
the Sundry Debtors. L'nexpired amounts to be carried for- 
ward : — Ratos ±27 Is. 9d. ; Insurance ±16 7s. 9d. The Partner- 
ship Agreement provides: — (1) That 5% per ann. shall bo 
allowed on Partnership Cap. (as a charge to the P. & L. A/c.), 
and that such int. shall be credited to the Partners’ Drawing 
A/cs. ; (2) That a Partnership Salary out of Net Profits (if and 
as made) of £.300 per annum shall in the first instance be credited 
to IVestrum’s Drawing .A/c. ; (3) That the Net Profit (if any), 
after providing for the aforesaid Partner’s Salary, shall be 
divided between the partners fro rata to the amounts at the 
credit of their Cap. A/cs., and shall be credited to their Draw- 
ing A/cs. Stock, 31st Dec., 1912, ±1,991 7s. Gd. 

Dr. Bslances— Dr. Balances continued— 

A. MacAdam, Dng. A/c. £1000 - - Salaries £660 S - 

J. tVestrum. Dog. A/c.... 300 - - Discount A/c ^41 

Land & Buildings 40£f0 - - Cash in Hand 64 3 g 

Plant & Machinerj' . .. . 1036 30 - Cash in Bank 655 0 4 

Stock. 1st Jan., 1S12 .. . 2039 3 7 

Debtors 1596 1.3 - Cr. Balances — 

Purchases 92S4 1 6 A. .Mactdam, Cap. A/c. .. 6000 - - 

Returns Innards 370 2 - J. IVcstruni, Can. A/c. ... 2000 - • 

General Expenses 150 C - Creditors 1362 33 3 

Manufacturing Wages ... 2001 35 7 Res. for Doubtful Debts 66 3 - 

Rates 5: Taxes 167 4 9 Sates 14274 6 6 

Insurance 66 9 7 Returns Outwards 870 2 - 

Manufacturing Expenses .. 225 30 4 Discount 20 18 E 

Answer.— Cron Profit ±3235 3 - ; Ncl Pro ft ±1277 12 Bol. of 
Dratcinfs A/c., A.Jf., £25S 4 - ; /.If. ±419 8 Total P-/S. 
±10040 ,3 3. 
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■ Escrcisc CO. (A’hvc? Society oj Arts, Inlerv.cdiatc, 1914.) 

0* I., 'I'hc unclevnionlicmctl errors were diseovered in llic 
books of John lirown & Co., Ltd,, affcelitiR the year ended Dec. 
IlLst, :— ((?) June 4lh. A clie<|uc received from M. Stein for 
AlO ryas posted to his credit .as 10s. (A) Dec. 27th. Goods 

returned by 11. llay, whicii liad been invoiced to liiin at LIV 
lOs., were taken into Stock at X15; but tlic Ucturns were not 
entered in tin; books until the following month, (c) Oct. 1st. 
A pur chase, amounting to X.3.o lO.s, was entered into the I’nrcha-se 
Journal correctly, but was credited to the I’crsonal A/c.. as .£30 
os. lOd. Show what adjusting Journal entries should be made 
in order to rectify the above errors in John Drown & Co.'s books. 
Q. 2 . \yhnt constitute the. c.sscntial differences between a 
“Trading A/c.,” a “1'. & L. A/c.,” and an “Appropriation 


Ex. 1. 'I he 1)/S. of the Dright Co.il Co., Ltd., on 31/12/13 


, . Liabititicr. , Assets, 

'-.ijlitol N'onnna! I t'o lUiiMinKs 

i«000 Sbnrcs <»t £l tnch ' Knilwny 'I'rucks 


I.'-uipil !— t.K'O .Sli.ntes uf JCl 

iLtCh 


1 OlVicc ^urnituft' 

! Scnics S: Sacks 


_A“9y-pa!d 


•(.VW i 

llorscH and \'nns 


Sundry Creditors 
ninnl> CnUlcrv Co 

IfVJ 

1 

Sundry Dcbuirs : — 

\V. Carter 

.... its 

WhUo CoM t'o 

210 


Kowton Cor)>orniion ... 

... n2R 

W. Strnn'ion 

a' 


V. Norman 

... 82 


1« 



... 

tbIN PnvnMn 


ir,:i 

Stuck oji hanti 

— 

Dumhlrton CoUiory <.*o. . 


:inn 1 

, Cash at Ikmk 


4^' li. A/c. (Iialancc) 



t'.ish in hand 



£K'«> 

2m 

70 

m 


i.M 

lf>00 

1K7 

Tf 


Open the Ledger A/cs. to record the above; and post, through 
the proper sub.sidinry books, the following transactions; balance 
the a/cs. as on 7th* Jan., 1914. bring down the bal.ances and 
extract a T.B. All cheques faid into Bank. All fnrchascs and 
sales on credit, except sober e contrary is staled. 

Jan. 1. rurchased from Diiinbicton Colliery Co. 100 tons of 
Steam Coal at 10s. 3d. jrcr ton. 

Sold H. Carver G tons of House Coal at Z7/G per ton. 

Cash Sales, £16 lOs. 6d. 

,) 2. I’aid the Blank Colliery Co. their .a/c. less £11 11s. 3d. 

allowance for short weight. Cash S.alcs, £9 10s. Cd. 

: Burchased, out of Cash, Insurance Stamps value 14s. 

Sold to Rowlon Corporation 80 tons of Steam Coal at 
20s. per ton. J<an. 3. Cash Sales, £21 lOs. 

Received of Rowton Corporation, Cheque ,£300. 

I'lirchased from the Blank Colliery Co., 200 tons of 
Coal at 11s. 9d. per ton. 

jj 3. Paid IVage.s in C.ash, £16 9s. Received 4d. from each 
of 10 employees :ni a/c. of T^at. Health Insurance, 
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J.m. o. IJiU payable. i'lJfW, dne Ihi*: date, v::i^ pTr^rnted tr* 
and paid by, iho Hank. Ca^h Salo’^, r.s, 

Paid W. Siran'ion bis a/c., by ebeque, Ic^s hx 
corn sacks roturned. 

I’urdMsed from S. IJrown, 2 tons Hav at XG ty'. a ion. 

('ash Saks, £1P. 

Hcceivrd from V. Xorman his a/c., by clismic, less .Cb 
„ 7 Cash Saks. X*2:i 5s. Gd. 

Paid into PanV: all c.nsb in band, less X:25 retained. 

Sold to Rowton Corpf>raiton, 120 tons o( Stc.am Coil at 
205. per ton. 

{Total Bclcmes, X557S 2 9.) 

Ex. 2. Tlie Speedy Motor Cnb (*o.. Ltd., bad a Nominal 
Capital ol X30,006 divided into 10.000 Ordinary Shares of XI 
each, and 20,000 G% Preference Shares of XI each. Prepare 
Tradinjt and V, L. A/cs. for the year ended 3lst Dec., 1913, 
and a B/S. Charge Depreciation on Plant Machinery, and 
rixturCB & Fittings, at 10% per ann., and on Taxi-cabs at G% 
per ann. MVite off one-third of the Preliminary Exs. A/c. 
Reserve for Renewals XoOO ; for Rates owing X18 7s. Cd., for 
Insurance paid in advance X170 Is. Gd. The takings of the cans 
on 30Ui and 31st Dee. amounted to X171 6s. 3d., but were not 
paid in by the Drivers until 1st Jan. Stock, 3Isi Dec., 1913, 
X148C 10s. 9d. 


Dr, Bilatices— 

CallH in arrear on Pref. 

Share;! 

Slock, l«t Jan., 1913 .. . 

Cash in hand 

Salaries 

T>rc« 

Insurance 

General Kspen^-^s 

riant L Machinery- ... . 
Fixture? S: Fittings ... . 

Taxi Cabs 

Debtors 

P.&b, Afc„ B1 Dee., 191’ 

R^'nt ol Taximeters 

Bicencos 

Petrol (less P.ijment.s bv 
nrh*crs) 


£8 10 - 
1305 ft 7 
2S 9 3 
1187 10 3 
4900 3 11 
1.521 ft 
278 0 
1451 9 
1120 IT 
28rXKl . 

69 17 3 
7(S a 5 
AflX 10 . 
312 6 - 

874 8 6 


Dr. Balances continued— 

i Training Driver* £J03 5 4 

Washing A (leaning Cab* 2WC 8 « 

Rep.strs 1810 12 3 

Kent. Kates k‘ Taxes 933 8 7 

Lighting . .... 1®3 B A 

Directors* Fe*^ .. .. 1^50 • • 

Prelimlnarv expenses ... 458 9 n 

!-^gaI Pxs & Audit Fee 102 5 3 


Cr. BaUncss— 

Ord. Share Cap. A/c. ... 10000 - 
Prel. Share do. ... JR207 - 
Hank Overdraft ............ C03 5 

, CaK naming* 18(197 19 

Cretlltors 710 2 

Re*, for Rcnen’als, 1st 
Jan.. 1D33 WO - 


Answer . — Cross Profit £8852 16 10; Net Profit £1330 S - ; Total 
o! BIS. £31172 0 5. 


Exercise 69a. (Royal Society of Arts, Intermediate, May, 1915). 

Q. 1. Explain the terras :—(a) Company, (i) Unlimited Com- 
pany, (r) Limited Company. Q. 2. On Oct. I, 1914, M. Andrew, 
■who owed you £100, accepted a B/E. at 1 month for the amount. 
Andrew failed to meet the Bill when it came due, and the 
expenses incurred (Ss. Gd.) were debited to your current a/c. by 
your Banher. Give the Journal Entries which should appear in 
your hooks. 

Ex. 1. Bloomfield, Parker & Co., Ltd., Produce Dealers, 
incorporated on Jan. 1, 1912, have a Nominal Cap. of £20000, 
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divided into 10000 Ordinary Shares of £1 each and 10000 5% 
Pref. Shares of £1 each. 3000 of the Ord. Shares and the whole 
of the Pref. Shares were issued and fully called up. After clos- 
ing the books as on Dec. 31, 1914, and preparing the Company's 
P. & L. A/c., the following T.B. was extracted on Dec. 31, 


Dr, Balances — 

Calls in Arrear on Vref. Shares £200 
Horses, Carts and Motor Vans 44G0 
Fixtures, Fittings & Furniture 1293 
Sundry Debtors : — F. Barry ... 68 

H. Sells 142 

K. hiurray... 34 

M. Christie.. 50 

Slock on hand, Dec, 31, 1914 . 3312 

B/R. (F. Barry, due Jan. 3. 1915) GOO 
Fref.^ Share Div. A/c. for In- 
terim Div, due and paid July 
1, 1914 .... 245 


Dr. Balances continued — 


Cash at Bank — Current A/c. . 

.. £1519 

Deposit A/c. . 

.. 3300 

Cash in hand 

00 

Cr. Balances— 


Ordinary 5>hare Capital 

.. 3000 

Preference Share Capital .... 

.. 10000 

Sundry Creditors : — 


H. Walpole 

.. (?> 

F. Tliompson 

. 1< 8 , 

H. Moss 

.. 197 

P. & L. Me. Bal 31/12/14 . 

.. 1699 

Reserve for Income Tax 

.. loO 


Open the Ledger A/c. and record the above balances, and 
post, through subsidiary books the following, in 1915 : ^Jan. 1, 
Paid Cheques to Pref. Shareholders for half-year’s Div. due 
Jan. 1, 1915 {ignore Income Tax); Purchased from W. Walpole, 
12 cwt. of ReBned Sugar at 30s. per cwt. ; Paid Freight by 
Cash, -027 19s. ; Jan 2, Sold to K. Murray, 561bs. of Coffee at 
Is. 4d. per lb. ; Received from M. Christie a cheque for the full 
amount of his a/c. j Purchased from H. ^loss, 15 cwt. of Indian 
llice at 10s, 2d. per cwt. and paid by cheque his a/c. as on Dec. 
31, 1914, less 2}% dis. ; Paid Wages by cash, £31 5s., Received 
4s. from employees, being N.H. Insurance contributions, and 
purchased for cash twelve 7d. insurance stamps; Jan. 3, B/R. 
due this day was dishonoured on presentation at the Bank ; 
Jan. 4, Paid Income Tax, £115 by cheque ; Drew and cashed 
cheque for £50 ; Purchased new Motor Van for £320, and paid 
for it by cheque of same date; Sold H. Sells 3 cwt. of Refined 
Sugar at 3Gs. per cwt. ; F. Barry gave a new acceptance dated 
Jan. 4, payable one month after date, for £600 plus int. at 04 
per ann. ; Jan. 5, Sold to M. Christie, 1 cwt. of Cocoa at Is. 2d. 
per lb. ; Received cheques from II. Sells and K. Murray for the 
balances of their a/cs. as on Dec. 31, 1914, less 5 4 dis. ; Faid 
Telephone A/c., £5 6 s. 7d. ; Received cheque for £100 on a/c. of 
Calls in arrear. , , 

(Tolal Balances. £15026 1 10.) 


Ex. 2. A. Adams and B. Brooks were in business as inami- 
facturers, and shared profits and losses — as to two-fhirds to 
Adams and one-third to Brooks. On Dec. 31, 1914, the following 
T,B, was extracted. Prepare Trading and P. & L. A/cs. for 
the year ended Dec. 31, 1914, and a B/S. [a] 10% Depreciation 
is to be written off Plant and Machinery, and 5% off Furniture 
and Fittings, {b) 5% Interest is to be allowed on the Partners 
Capital and charged to P. & L. A/c., but no Interest is to be 
charged on Dr.awings, (r) A Reserve for Bad .and Doubtful 
Debts is to be created, amounting to 5% on the Sundry Debtors, 
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due and was met; Purchased Timber for Cash, £9 ISs 9d ; 
Paid in Cash for odd Lalmur, 16s. 3d.; Drew cheques in settle- 
ment of the amts, owing, as on 31st Jan., 1916, to the three 
creditors, less 2J% dis. ; Purchased, on credit, from G. Tate : — 
Tapestry £17 10s. ; Trimmings £.'! I6s. 6d., Horsehair £1 4s. 5d. , 
Sold, on credit, to R. Keys ; — 1 Dining-room Sideboard £9, 1 
Dinner Waggon £2 10s., 2 Overmantels at £2 15s. each. Feb. 
3, Sent Credit Note to T. Tree for overcharge of £1 Is. on Chest 
of Drawers sold to him on the 1st inst. ; Drew and cashed cheque 
for £20; Advanced £10 in Cash as a loan to Frederick Hawle> ; 
Heed, from T. Tree cheque for £30, which was paid into Bank. 
Feb. 4, Paid in Cash, the following General F..\s. : — Cleaning 
l9s. 5d., Stationery, 15s., Travelling e\s. £l 4s. 6d. ; Sold on 
credit, to P. N,ares : — 2 Library Chairs for £8 each, 1 Hall 
Stand £7 lOs., 1 Chesterfield £15; Paid, in cash, 19s. Cd. for 
carr. on the above goods, and charged same to Nares. Paid 
Wages, in cash, £9 16s., less Insce. deductions. Is. 4d., and 
purchased Insce. Stamps, 2s. 4d. Balance the Ledger A/cs. 
and extract a T.B. (Total Balances £3333 Is. 2d.) 

Ex. 2. W. Pride and E. .-Vekworth were in partnership as 
engineers. The Partnership Agreement provided that profits 
and losses were to be shared equally, and that 5% int. was to 
be charged on Cap. but not on Drawings. On 31st Mar., 1916, 
the following T.B. was extracted. Prepare Trading and P. & 
L. A/cs. for the year ended 31st Mar., 1916, and a B/S. (a) 
10% Depreciation is to lie written off Plant, Machinery, and Fix- 
tures, (6) A Reserve for Bad Debts is to be created, amounting 
to 2J% of the Sundry Debtors, (e) A Reserve for a quarter’s 
rent (£.>0) is to be made, (d) Insce. unexpired on 31st Mar., 1916, 
was £7 3s. 4d., (e) Stock on 3lst Mar., 1916, £1658 14s. 9d, 

Dr. Batunccs— 

I'Jant, Madly, &: Fixtures £3(u2 13 4 
Factor^’ Fuel Power ... 54 6 2 

OfTico Salaries 374 10 6 

Lighttnf; ancl Heating ... 39 5 7 

Travelling 92 0 7 

Carriage on Sales 95 18 9 

C^sh at Bank 112 0 6 

Ca«;h in hand 6 7 3 

Sundry Debtors 479fi 10 - 

Purchases ^29 4 1 

Manufacturing Wages ... 991 9 10 

Rent, Rales vV. Taxes ... 276 14 9 

Oft'tce Kxs 271 14 4 

Carriage on Purcliascs... 89 15 5 

Answer.— Grorr Profit £2000 13 7; Net Loss £500; 7'olal oj 
B/S. £11560 11 7. 

Exercise 69o. (Royal Society o/ Arts, Inter., May, 1917). 

1. WTiat is an “ Account Sales?” By whom is it prepared? 
Give an example. 2. A. Chandler owed L. Owen £160 6s. 6d. 
on 1st Jan., 1917. On 2nd Jan., Chandler gave a bill at three 
months for the amount due. The bill was dishonoured at 
maturity, but renewed, plus £2 for interest, at one month. Give 
the entries to record these transactions in L. Owen’s Books. 


Discount A/C. (balance). . . ^2 « 9 

\V Pnee, Drawings A/c. 39C 10 • 

E. Ackworth, Drwgs. A/c. 285 14 C 

Stock (31/3/15) 2172 11 3 

Manufacturing Exs 2G7 19 8 

Saks Returns *42 2 0 

Insurance Sr 6 3 

Cr. Bifances— 

W. Price, Capital A/c. ... 5690 10 - 
F Ackworth »i •••• 3626 3 4 

Saks 12617 25 - 

Sundry Creditors 2267 16 9 

Purchases Returns 317 6 7 

BilN Pavabk 3 4 
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Ex. 1. A. Starling, boot factor, has on 31st Dec., I91G, the 
following .\ssets and Liabilities: — Assets: — Furniture Si Fit- 
tings, £148 10s. ; Stoch, £649 12s. 6d. ; Bill Receivable (due 
Jan. 5) £50; Sundry Debtors: — The Grosvenor Shoe Co., £29 
3s. 4d. ; A. Foot & Son, £19; J. Richardson, £"20 7s. 8d. ; Cash 
.at Bank, £194 Cs. 6d. ; Ca.sh in h.and £4 3s. Id. Liabilities: — 
Loan, £200; Sundry Creditors: — A. Hall & Co., £49 10s.; B. 
Baraforth, £27 3s. 4d. ; Paris Footwear, Ltd., £95 IGs. On Jst 
Jan., 1917, he took B. Sparrow into partnership. In accordance 
with an agreement, the latter paid £500 for a half-share in the 
business, one-half of which was credited to his Cap. A/c., and 
the balance paid out to A. Starling. Open Ledger A/cs. to 
record A. St.arling’s position on 31st Dec., 191G, and, assuming 
that the partnership arrangements were duly carried out on 1st 
Jan., 1917, post through the proper subsidiary books the 
following, in 1917 : — Jan. 2. Reed, from the Grosvenor Shoe Co. 
a cheque for the amount due by them, less 2^% dis. ; Sold on 
credit to J. Richardson, one gross pairs of ladies’ shoes at 7s. 9d. 
per pair, and half a gross pairs of children’s shoes at 3s. 6d. 
per pair; Paid by cash 3s. 6d. for window cleaning; Jan. 3. 
Purchased on credit from A. Hall & Co., 3 gross pairs of ladles’ 
shoes at 6/- per pair, and paid them the amt. due on 31st 
Dec. by cheque, less 5% dis. ; J. Richardson returned, as being 
imperfect, 14 pairs of children’s shoes, sold him on the 2nd jnst. ; 
Sold on credit to the Grosvenor Shoe Co., i gross pairs of 
men’s boots at 12/9 per pair ; Transferred £250 to Deposit A/c. ; 
Jan. 4. Paid by cash, carriage 15/-, and stationery 12/6; Drew 
and cashed cheque for £10 for office purposes; Purchased on 
credit from B. Bamforth, 3 doz. pairs of men’s slippers at 3/- 
per pair, and paid him £20 on a/c. by cheque; Jan. 5. Bill 
Receivable due this day was duly met; Sold on credit to A. 
Foot & Son, 1 doz. pairs of men’s boots at 14/6 per pair, and 
2 doz. pairs of ladies’ boots at 12/- per pair ; A. Starling drew 
a cheque for £10 for private purposes ; J. Richardson pd. his 
a/c., less 2J%dis. ; Jan. 6. Pd. wages in cash, £4 10s.; Sold 
for cash, 2 pairs of boots at 15/- and 17/6 respectively; Gave 
Paris Footwear, Ltd., a bill for £50 at 3 m/d. and paid them the 
bal. of their a/c. by cheque less 5% on the whole amt. due to 
them on 31st Dec. Paid Office Exs. by cash 14/9. AU amis, 
reed, were -pd. into the Bank on the day oj receipt. Balance the 
Ledger .4/cs. and extract a T.B. N.B. — No P. & L. A/c. or 
B/S. is to be given. (Total balances, £1527 7 1.) 

Ex. 2. On 31st Dec., 1916, the following T.B. was extracted 
from the books of the CaE Manufacturing Co., Ltd. Nominal 
Cap. of £20000, divided into 20000 Ord. Shares of £1 each. Pre- 
pare Trading P. & L. A/cs. and B/S. (a) 10% Depreciation is 
to be written off Plant & Machy., and 5% off Furniture & 
Fittings, (b) The Reserve for Bad Debts is to be made up to 
an amt. equal to 5% of the Sundry Debtors, (c) Insurance un- 
expired on 31st Dec., 1916, was £5 10s. 6d. (d) A portion of the 
premises owned by the Co. was sub-let, as from 1st July, 1916, 
at an annual rental of £50, but no rent has been paid oy the 
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tenant or passed through the books, (r) The Stock on 3lst Dec., 
1916, was £4402 Is. 5d. 

Ur. Balances— . Dr. Balances conlinuod — 


I'rechold Premises 

Rates, Taxes & Insce ... 
Office & Management 


Manufacturing Exs. 


£250 - 


TraveUinR Exs 

£aS 4 11 

3200 - 

- 

Plant & Machy. . 

1942 13 

4 

472 10 

7 

Repairs 

89 14 

0 



Furniture &: Fittings 

134 6 

8 

1293 10 

G 

Cash at Bank 

24G 9 10 

217 14 11 

Cash in hand . . . 

3 4 

• 

.. 102 - 

4 

Cr. Balances— 



3714 19 

. 

1 Cap. A/c. (ICOOO Shares 



C901 1 

9 

fully called) . .... 

ICOOO ' 

- 

10G17 15 

4 

P. & L. Afc. (Bal.) 31st 



307 12 

9 

1 Dec., 1915 . ... 

217 5 

- 

471 10 

4 

Dis A/c. (I3.-1I.) . 

14 7 

3 

314 - 

11 

1 Sales 

20314 17 

10 

8017 5 


Returns outward 

IDS 19 

b 

172 19 

5 

Sundry Creditors . 

3410 5 

9 

74 10 

1 

Bills Payable . . 

984 8 

1 

2000 • 


Transler Fee . 

" 2 


124 4 

9 

' Reserve for Bad Debts ... 

315 9 

4 


Answer,— Grojr Profit, £2535 19 9; Net Loss, £417 5; Total 
oj BIS., £20144 13 10. 

Exercise 69d. [Royal Society oj Arts, Inter., May, 1918.) 

1. What is meant by the term “Solvency” as applied to a 
trader? Submit a fro jorma statement demonstrating a 
condition of solvency. 2. Hugh Dickson accepted a bill 
(No. 141 for £30) dated 1st Jan., 1918, drawn on him by M. 
Ravary, payable in three months at the Union Bank, 
London, E.C. Prepare this document as it would appear when 
duly accepted, and state the tenor and due date of the bill. 

Ex. 1. Hugh Dickson has, on 1st Jan. 1918, the following 
Assets : — Sundry Debtors : — George Roberts, £159 10s. ; William 
Shean, £92 4s.; Oliver BeE, £71; Cash at Bank, £185 lOs. Sd. ; 
Cash in hand, £9 17s. 4d. ; Loan to W. Olivers, £100 ; Stock, 
£421 Ss. 7d. ; Plant & Machy., £841. Liabilities Sundry 
Creditors: Arthur Robertson & Co., Ltd., £524 10s. 8d. ; 
WiUiam White & Bros., £185 lOs. ; Bill payable (due 3rd Jan., 
1918), £152. Dickson took his brother George into partnership, 
the latter paying in £500 as capital. Open Ledger Ato. to 
record the above and post through the proper subsidiary books, 
the foUowing ; — ^1918. Jan. 1. Drew and cashed a cheque for 
petty cash, £20. Purchased, for cash, stationery, £3 Ss. 6d. ; 
stamps, £1 10s. ; and string, 10s. Jan. 2. Purchased, on a/c., 
from A, Robertson & Co., Ltd., goods, £150, less 10^ twde ^s. 
Jan. 3. Instructed Bankers to pay the bill p.YuLJe due this 
day. Reed, from W. Olivers half-year’s int. on his loan at a /o, 
less income tax at 5/- in the £. Jan. 4. Accepted a bill at 
three months in favour of White & Bros, for the amount o. 
their a/c. Jan. 5. Purchased, on credit, goods Lor" E. 
Ravary & Sons, £221 18s. 6d. Sold goods, for cash, £10 15s., 
and paid same into the Bank. Jan. 7. Returned damaged 

goods to R. Ravary fc Sons, £10 12s. Gd. Jan. £•. H. Dickson 
drew cheque £25 for private purposes. Jan. J. bold, on 
credit, goods to George Roberts, £284, less 5 a trade dis. Jan. 
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]0. I’aid wages, in cash, JE9 10s. fan. 11. I’mcliascd, on 
credit, from the Blank Machinery Co., new machine, X^iOO, 
J.an. 12, George Roberts paid the a/c. due from him on 1st 

Jan,, less 2i% dis. Jan. 15. Sold, on credit, goods to O. Bell, 

£150. Jan. 17. O. llell returned goods, £12 lOs., as not up to 
sample. Paid A. Robertson S: Co., Ltd., by cheque £200 On a/c. 
Jan. 21. .‘'old goods, for cash, £12 ISs. Gd., and paid «amc 

into the Bank, Jan. 22. Drew and cashed cheque for Petty 

Cash, £20. Paid, in cash, wages, £19 15s. 8d., and Repairs 'o 
Machinery, £8 Gs. 8d. Jan. 21. Reed, cheque from M'. Shcan 
for the amount of his a/c., less 5% dis. Jan. 25. Purchased, 
by cheque, £250 5% Xational M'ar Bonds. B.alance the Ledger 
Aja and extract a T.B. Iso. P. S. L. A/c. or B/S, is to be 
given. (To/al Baljinces- £3030 16 1 ) 

Ex. 2. George McArthur «ms in business as a dealer in 
cinematograph films and sundries On 1st Jan., 1917, he 
admitted his manager, Robert Smart, into partnership on the 
following terms ; — Each partner was to be allowed 5% interest 
on Capital (to be credited to his drawings a/c.), but no interest 
was to be charged on drawings. Smart’s drawings a/c. was to 
be credited with a salary of £250 p.a. if the profits were sufficient 
after charging int. on capital. Profits and Losses were to be 
shared as to two thirds to McArthur and one-third to Smart, 
and dealt with through the drawings a/cs. On 31st Dec., 1917, 
the following T.B. was extracted. Prepare Trading, and 
P. &. L. A/cs. for the year ended 31st Dec., 1917, and a B/S. 
(ff) Depreciate Lanterns Electrical Plant 25%, Furniture •'t 
Fittings 10%. (5) The item “ Purchases ” includes the cost of 
a film projector, £100, and this item should be transferred to 
“ Lanterns, etc., A/c.” (<r) The Stock of films and sundries on 
31st Dec., 1917, was £7924. (rf) The reserve for bad debts is 
to be made up to an amount equal to 5% on the Sundry Debtors 
as on 31st Dec., 1917. (e) The office expenses a/c, includes 

insurance premiums, £40 of which represents unexpired risks, 
which should be carried forward. 

Dr. Balaorts — Dr. BaUcces, contmued— 

G. McArthur, Drawinjis A/c, .. Tnnellinc Expenses £195 

K. Smart, Drawings A/c 260 Sbon room Rent &. Rates 189 

Stock tl/lflr) t8i2 Office Eis.Itrnl. Rates &Taies 9« 

Lanterns & Electrical Plant. . sOO Electrical Current (Showroom) 121 

Furniture & Fittings 850 Bad Debts 246 

Purchases 10871 

Sales Returns 201 Cr. Balaaces'- 

Showroom Wages 982 G. McArtlmr, Cap, A/c 6000 

Office Salaries 875 R. Smart, Cap. A/c. 1000 

Sundry Debtors.. 8250 Purchases Returns 8S7 

Cash at Bank 321 Sales of Sundries 3201 

Cash in hand .... 10 Rents for Film Hire 13378 

Shares in Picture Theatre Co. 2000 Res. for Bad Debts (l/l/lD 950 

Bills Receivable 421 Discount fi. Allouances A/c 182 

Allowances to Film Renters 139 Dividend on Shares 200 

Showroom Expenses 312 Sundr> Creditors 6963 

Advertising IStO Rents reed, from Sub-Tenants... 50 

Carriage Outwards 243 Loan from Bankers 6000 

Answer.— Crorr Praiil, £5339; Net Proft, £507; Total of 
Bis.. £10253. 
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Exercise G9c. {Rnyn! Satiety at Arts, h-,ttr.y Jtnte, Ifllf),) 

1. I.locribi' the: {nriii and fmutions <>f a Hill of Lading. 2. 
On ^'Jlli Xov., litis. .Viubiriilcs l'rt'ri-.s. .Ailu'iis, l•llnsignc•d to W 
Ualidgli, Lomlttii, .^l) Turlddi Tobacco, each containing 

I'.'O llw.. at 4*;. ]«.>v lb. The ronsignmenl arrived in London on 
Hist flee., and Italeigh accejtted a six months' Hill for half the 
. 'vnlne of the Tobacco, an<l ti»rl: delivery in bond. On ‘Hh Jan., 
Ibli), he sold ;10 casts to the John I'v Adam Cigarette Co. for us. 
•]>er lb., r^'ceiving (taynifiil .same day. <tn Hist Jan., the pnr- 
, cliascr.s Tctjuestcil U.aieigh to take the Tob.uco out of bond for 
them, and gave him a H months' Hill for the duty, at fSs. 2d. per 
lb., paid by him. Show the entries in Kaleigh's books 
necessitated bv these transactions. 

Ex. 1. On'.'ilst Dec.. litlS. the -V. Tr.ading Co., Ltd., which 
was regi.stered with a nominal capital of i’lOOOO, consisting of 
ItMlOO ordinary shares of T1 each, bail issued SOOO shares, which 
were fully paid, with the e.xccption of .'is. jwr share on uOO 
shares. The Co. h,ad issued ten ti Debentures of £100 each. 
I'he following balances apiiearcd in the bwiks I'rcchold 
I'Tetnises, £-1072; .Stock £211 u ; 1*. •>< L. A/c. Debit Halance. 
iDO'i; Hank Overdraft, £017; Cash. £1!); ITant tv fixtures, 
£1407 : Due bv A. Age, £12.>i K. T.wart k Co., £92; F. 
Frost, £il01 ; line fo;— H. lirown. £U7 ; C. Cook & Co.. £10C; 
O. Drabble, £-t«; Deboiunrc Holders, i year’s Interest, £.’50. 
Open Ledger A/cs. to record the aliove and post through the 
proper subsidiary bo<rks the following. All moneys retd, were 
' fd, into the btinh on the day of receipt, and all payments, except 
where otherwise stated., svere made by chegur. Halance Ledger 
A/cs. and c.xtract a T'.H. No 1’. iV' L. A/c. or B/S. is to be 
prepared. 1919. J.-in. 1. I'd. Debenturo Int. (less Income 'lax 
at Os.j, Sold on credit, 3 gross of articles at Os. .i doz. to h. 
Krost. Jjin. 2. Gave C. Cook .S: Co, a bill at 3 mos, for amt. 
due to them. Sold A. Age. on credit. 500 articles at 2/0 each, 
less trade dis. of 10%. Purchased from H. Hrown, on credit, 
goods to the value of £497, and pd. him £250 on a/c. Jan. .1. 
Horrowed £’2000 from the H.ank. lodging as .security the deeds 
of the premises. Hecrl. from E. Ewart A t o. the amt. doe from 
them, less 2}% dis. Pd. hy cash, office cxs., £2 10s. Purchased 
for cash, fixtures, £14. 'Jan. 4. Kecd. from A. Age amt. 
due on 31sl Dec., 1918, less 2S%. Drew and cashed cheque for 
cash purpo.ses. .tuO. Pd. wage.s by cash, .£39. Jan. G A. Age 
- returned 47 articles sold him on the 2nd, and was given a credit 
note. F. Frost pd. £400 on a/c. Jan. 7. Gave 15. Brown a 
hill at 2 mos. for the amt. due to him, plus 5% by way of^ Int. 
Jan. 8. Purchased from B. Brown, on credit, 12 gross articles, 
at 125s. a gross. Sold F. l'ro.st, on credit, goods to value of £50. 

' Pd. £.55 Sch. A, Income 'Tax, due 1st Jan., on the premises. 
Pd. by cash, cartage chargc.s, 30s. Jan. 9. Purchased goods, 
on credit, from G. Graves, to value of £150, paying him 25 on 
delivery. Returned to B. Brown i gross of articles purchased 
. .from him on the Sib, and- reed, a credit note. Pd, D, Drabble 
aim, due to him, less 5%, dis. iTota/ Balances, £11824 6s.) 



Ex. 2. r rom the folbwinj; 'i nai RaLinrt* of a LimltH Co., 
prepare Trading, and I*, and I.. A/c^^. for the yr. ended 3l«t 
I)er., lOls, ,and a U/S. Stock cn *11* t IJoc., 191’^, vaJacd at 
X'2%2 Da. 7d. (/;) Depreciation lo J>» wriiien oU : — IMant h 

Madiv. 10%, Fixiurts Fittings 5%, Horses Cart*' XIOO. 
(e) Kc'^cr^c for Had Debts to be created amounting lo 5% of the 
Sundrv Debtors. (<f) Kale's Insnran'e untxpired on 31st Dee., 
amounted to £‘J9. (e) A Commi’>'»ion of 1 on the Gro'is Profit 

to lx credited to the Works Manager, and a Comrmssion of 5% 
on the Net Profit (after charging the Work’s Manager’s CorninJs. 
sjon) to rr(dited to the (»eneral Manager 


Dr. BtlatvCfi— 

i‘bnt A Machy £1972 10 - 

Mai'/acturiTig Wai;»’S . . SlV, 12 
S il-jrjcs . . . ... IQ I 

rUfiucs & Fjtiirira 0!7 G b 

Cnrrlt^e Inwards ItiS 4 7 

Carn.jrc Outwards ... gK* h 11 
Trcfljoltl V.'crts i.'Oi - 

ManufacttrlnR His .. 1'I5 14 3 
Rate", Taxes A. Insc#*. ... 417 10 10 

Goodt'ilJ ...3000 * 

General Hip^n'es "14 G - 

Pactor) Fu^l A Power . 127 10 
bandry Debtors . 7614 10 

Ufthtinc d Floating ... . 0^ U 7 

iitaUt Hxptnse^ ....... 247 6 11 

Stock. 3lst Dec 1017 . 3417 S 1) 

Horses A Carts . CIO 10 

AnsWCP . — Gross Profit, XOOOO 
Profit^ X'oOGl los. 3d ; Total of 


Dr. Balanctt, cenilnu'sJ— 

XOTIG 10 4 

S'ilcs Returns SIG 10 - 

Di'C^*-Mt A^c .............. W 4 1 

Hvl PfU^ ..... 14^ 0 C 

Int A P ink Charges ........ 47 10 • 

Cash at Dank 754 1 5 

Cash m hactl . ............ 14 10 2 

Cr. Bftlafttrs - 

Cap (Nomjn.TJ K/iOOSharcs 
of £l cj j 8000 Shares 

full) paid fWO - - 

Suiidr) Creditors ..... 511610 • 
P A I. A/c t3l Dec , 1017) 743 fi - 

Hank Lo in 1000 - - 

Purchases Ketiirns. 114 f 11 

Sales ... 24H1 14 D 

AW Profit, £4545 35s. ; liaU o) 
BiS., X19705 11s. 


Royal Society of Arts (Stase /., 1914.) 

1. Explain the meanings of the following terms .and abbrevia- 
tions : — Days of Gr.ace, Jlad Debt, Depreciation, Above Pari 
P/S'., C.O.D. 2. Give one ex.amplc, and record a few items 
therein, of each of the following Kinds of account : — (1) Personal, 
(2) Real, (3) Nominal. 

3. On Jan. Ist, 1914, Henry Cross found that the balance 
standing to his credit in his Banker’s Pass Book amounted to 
£152 IGs. Id., while the bal.ance at the Bank on that date, accord- 
ing to his Cash Book, amounted to £150 lOs, Upon examination 
lie found that a cheque for £25, which he had paid in on Dec. 
30th, 1913, had not yet been collected and placed to his credit in 
his Pass Book, and that a cheque for .£27 6s. Id., which he had 
drawn on Dec. 29th, 1913, had not been presented by the Payee 
for payment. From the above prepare a Statement reconciling 
the two balances, and commonly called a “Reconciliation 
Statement.” 


f. Rule a columnar Petty Cash Book containing provision for 
the following headings : — Postage, Telegrams, etc.. Carriage, 
OfSec Expenses, Stationery, etc.. Travelling, Salaries & Wages, 
Sundries. Record the transactions therein, bring down the 
balance as on Dec. Gth, 1913, and enter the amount which should 
be received from the Cashier to make up the amount of the 
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•‘Imprest," r.ir., JKO. litltl. I)e^. 1. Kcteitcd from iho 
Cat-hier a cliequo (which was ca-heci) (or i‘12 Ss. 7d., the amomit 
required to itmVc up the .-unounl of the " Imprest,” vir , iSO. 
Purchased Stamps XI lO^. ; Paid Ofltce Cleaner 6s. ; Dec. 2 
Purchased Stationery 12s. ; Paid for telegram to J Brown 1-. 
8d.; Purchased new OflUe Striol 12s. ; Dtv. Paul for fares to 
Chiswick Is.; Paid A/c. for Telephone 1 runK Calls for Xor 
•£1 l$s. 9d.; nee. 4. P.aitl C.irnets’ A/c. XI 2s. 4d. ; Recetsed 
from Jnland Resenue for Spnilid htainps XI Ss. Cd. , Paid for 
tnscrlicii in Directory .Is.; Paid for Ritiirn Care to St. .\lbans 
;is. lOd.; Purchased P.acktng Materials XI 1!)» 4d. ; Dee. r,. 
Paid Window Cleaner G®. 6d. ; Pnrrh.ascd Pens and Pencils 5b. 
M. ; Dec. G. Paid wages to two casu.d nun .at .5s [x-'r day each 
for three days; Paid Salaries to Oflito Bio and T>pist XI 16s. 

6. Show, hy means of Journal Cntrits,, wlniJi .accounts would 
he debited and credited rcspcclitth in the Ixiols of John Brown, 
Blouse Maker, in order to corrcstU record the following t^ns 
actions, which tool, pl.ice in connection with Ins business in Oct., 
1913 t — Rcccised from Geo. Ificgs his .Uccptanco for P^-]' 
able three months after date, in settloincni of his a/c. (XsO «. 

and .allowed him the hal.ince of .'is Id ns discount : 
Received from II. 'P. Pearce .a scxsiiig m.ichinc at an agrcetl 
'aluo of X8, ns part p.aymcnt of his a/c 


Exercise.— Tile following was the It'S of Ilcnrv toulth.ard, a 
«astc Rubber Mcrdiani, as on Jan. Kt. 191 i -Assets : Macliy ., 
I-uinrcs & Pittings X120. Sundry Debtors —A. Co.ats X'“. i’; 
'Vdcox X21. It, Vik-ets ,C5. Stock in hand X295. Cash ^ 
£15. LtablUtIcS! II. Conlthnrd’s C.ap. A/c. .MGl. Sundry 
Creditors -.—F. NePon Xflli, G. Ilarrod XtS, ^ ! 
Bank Overdraft XG. Open Coultliard's Ledger 
and post Uicrcto, through the proper books of , 

foIIo\vxng ; — Tan. 1. ^Purrlnwd on credit, from i . Arnold, 
hay-ton of Motor Inner Tubes at X2G per ton; ''^Xl 

(which was jmid into the Bank) from A. Coat’s iot X.O, ai c 
allowed him llie balance of Ins a/c .is discount ; Sold^, wr cash, 
uewt. of ground rubber at XI 17s. 4d. per cwt ; Jan. -- on 
credit, to B. Vickers, 1 ton of Cab Ores al^s. per cwt. , bo.a, 
or cash, lialfton of ground rubber at X2.'i 2s. Per - J/i" ^ 
Paid T. Arnold, bv cheque, the amount of his a/c. as o" ^cc. 
Hist, 1913 less loV tliscounf Sold, on credit, to S. Uilcov, 

3 tons of Bus Tyii at XJ2 per ‘C"> ""'*^^^1913 ^di” 

him for the amount of bis a/r. as on Dec. 3lf‘> less 5, d s 
count; Drew cheoue for X5 for private purposes, J. an. o- 

P.atfl n tV ’ , ? ^ V <.»« nn ate • Purchased, on credit, 
f aid c.. Ilarrod cheque for llo on ^ 

from r. Nelson, 2 tons of Cab I. yes at £« JpO’' 

ing charge for bans - Paul Cash for Sundry Tr.adc l.vpenscs, A9 

I2s. 4d. : Jan. G, Pu’rchascd a IVcighing Machine for XI- from 
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H. Jackson, and paid him by cheque; Returned to F. Kelson 20 
empty bags, and received credit note from him for 6s. 8d. ; Paid 
into Bank from Cash, ^21 9s. ; Balance the Ledger A/cs., bring 
down the balances, and extract a Trial Balance. 


Royal Society of Arts. I., May, 1915.) 

1. Explain the following terms and abbreviations : — Draw- 
ings, Voucher, Premium, c.i.f., f.o.r., I.O.U. 2. G. G. Griffiths 
& Co., Ltd., wish to remit, by cheque upon the Stcdfast Bank- 
ing Co., Ltd., of London, the sum of £200 to John Angus 
Macgregor, who has a Banking A/c. with the Highland and 
Lowland Bank at Edinburgh. Draw this cheque in a form 
which will render it difficult for a thief to dem fraudulently 
with it, 3. Briefly explain the uses of the follorving commer- 
cial documents, as employed by a merchant, and state in which 
of his books particulars concerning them would be found : — {a) 
An Invoice, (6) A Credit Note, (c) A Statement. 4. George 
Carpenter and Frederick Carver buy from and sell to each other. 
At the end of every month they have a settlement and each 
allows the other 5% dis. On Dec. 31, Carpenter owed Carver 
£00 for goods supplied and the latter owed Carpenter ^£40. 
Show Carver’s a/cs. in Carpenter’s books as on Dec. 31, 1914, 
assuming that the monthly settlement had taken place. 

5. The following Trial Balance was e.xtracted from the booKS 
of a firm. Although the totals of the debit and credit columns 
agree arithmetically, the Trial Balance is incorrect. Correct 
and redraft it. 


Dr. Balsoces— 


Plant & Machinery 

•Sundry Debtors 

... £500 
200 


200 

Lxpenses 

.... 300 

Returns Outwards 

100 

Cash in hand 

50 

Bank Overdraft 

350 


Cr. Balances— 

Capita] Account £ 5 ^ 

•Stock . 250 

•Sundrj' Creditors 30C 

Sales IJM 

Goods returned by customers 200 


Exercise. On Jan. 1, 1915, Jlr. Bennett Prentice purchased 
the business of a boot & shoe dealer for £500, The assets 
acquired consi.sted of : Stock, £200 ; Lease, Fixtures, Fittings 
& Furniture, £300. He borrowed £400 from his father (Glover 
Prentice); and, after paying for the above assets, he had £100 
left in the Bank. Open a/cs. to record the above in B. Prentice'.? 
Ledger, and post thereto, through fhe proper subsidiary books, 
the following: — Jan. 1, Cash Takings, £2 9s. Gd. ; Jan. 2, 
Purchased on credit from Mr. W. Whitaker, 2 doz. prs. ot 
brown brogue shoes at 8s. 6d. per pr ; Purchased for cash brown 
paper, boxes and string (shop expenses) £1 13s. ; Sold on credit 
to Mr. B. T. Browne, 1 pr. of boots £1 Is., 1 pr. of dress shoes 
6^. Gd., and G prs. of boot laces at 2d. per pr. ; Cash Takings, 
£G Cs. 9d.; Jan. 4, Bought, and paid for by cheque. 6 shop 
chairs at 10s. Gd. each : Purchased on credit, from C. M. Moore 
& Sons, 1 doz. prs. of ladies’ boots at 10s. Gd. per pr. ; 1 doz. 
prs. of children’s boots at 5s. Gd. per pr., 1 doz. prs. of gent’s 
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siiRls at :!s. Gtl: por pr. ; Cash Sales, £2 «s. 3cl. ; Drew cash for 
personal use, £3; Jan. 5, Mr. H. T. Browne returned the dress 
shuesj sold to him on the 2nd and bought on crediC.one pr. of 
bedroom slippers, 3s. 6d., and one. pr. of spats, 4s. Gd. ; Sold on 
credit to Mr. S. A. Field, 1 pr. of military marching boots, 
£1 5s., and 1 pr. of puttees, 7s. Gd. ; Returned to Mr. W. 
Whitaker, 2 prs. of brown brogue shoes, purchased on the 2nd— 
wrong sizes; Cash Takings, £6 Gs, 4d. ; Jan. 6, Paid Wages in 
Cnsh'il 9s, Gd.; Paid Mr. W. Whitaker’s a/c., less 2^^ dis. ; 
Mr. B. T. Browne paid hi.s a/c. (less 5% dis.) by cheque which 
was paid into the bank; Cash T.akings, £4 Is. lOd. ; Jan. i. 
Paid cash in hand into Bank, less £5 retained for incidental 
e.xponses. B.alancc the Cash Book and Ledger as on Jan. <, 
bring down the balances, and extract a 1 ri.al Balance. 


Royal Society of Arts. {Sfjgc 1, .l/nr. 191G.) 

1. F.xplain the following Rebate, Manifest, Carriage Paid, 
c.i.t., P/N., F.O.B. 2. Prepare the Invoice which would be 
sent by Messrs. Norman, Saxon Co., of 592 Poultry, i an- 
chester, to Mr. Alfred Winchester. 100 West Place, London, 
K.C., to whom they .sold 12 dozen Men’s belt Hats at ^2/- per 
dozen. The goods were dispatched on 1st leb., earr. p i . 
Terms 2J% for cash in one mouth. Submit also the Statement 
which would be rendered at the end of the month^, assuimng < 
the above was the only transaction between the parties. • 
What is a Balance Sheet? Is it a Ledger A/c. ? L .Tf 
the following transactions :—(<i) Accepted Joseph Gold s 
£50 at 3 mos. (*) Accepted three Sewing ijnch'ncs, raluo £10, 
in part payment ol Messrs. Fllis S: Walker’s 5- ''hy 

docs the balance of a Bank Pass Book ? 

the Bank balance as shown by the Cash Book on the s. 

Illustrate your answer. 

■ Exorcise. These balances appeared m tb® l.-fttin'cs 

Lucie Mansfield, Milliner, on 31st Dec., ISio : De • 

S: Furniture, £40; Stock, £4G ; Debtors : Mrs. ’ 

Jones, £15; Cash in hand, .£5; Cash at ! 

Loan (S. Evorard), £G0 ; Interest due thereon, £3, Cred t^^^ 
Peters & Myers^ X27 ; Hall & Hugguas. ^10 , Open 

quarter, £15; Profit for year ended po^t 'therL, 

a/cs. to record the above in the l^eagcr, fnilnwint? • 

through the proper books of origin.al entr), HucKins G 

line. Jan. 1 Purchased on credit from Hal ® 

yds. tidle at 2/11 per yard; U c^sb, 

^d* her^a/c- b>^ cheque (which 
- (Hebit .Irade Lxs.) ; Jfrs. Brciwn p • being long overdue, 

was paid into Bank) plus 5/ \lio her a/c., and drew 

Jan. 3. Madame Mansfield paid f on 31st Dec;, 

a cheque for -the loan and int. one vo ^3 35 anti 

,1915; .Sold, on credit to Mr.s. J^for' cash at £2 2s. each; 

one at £2 12s. Gd. ; Sold three bats fo® ‘rasi py cheque 

Bought one dozen hat boxes for cash at 5d. each , 1 d. uy cneq 
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Balance the Cash Book and Ledger as on 6th Jan., 1917, and 
extract a Trial Balance. No. P. & L. A/c. or B/S. is to be given. 


Royal Society of Arts. {Slagc 1, May, 1918). 

1. Explain the following : — {a) Sole Trader, (b) Drawings, 
(c) Consignment, {d) Inc/tax, (c) F.A.A., (/) Div. 2. What is 
the object of preparing a Balance Sheet? Submit a pro forma 
Balance Sheet and report briefly upon the financial position of 
the trader to whom it belongs. 3. Should the undermentioned 
items be entered in the Trading A/c. or in the P. & L. A/c. ; — 
(o) Stock in Hand, (A) Carriage on Sale, (r) Discount on Pur- 
chases, [d) Sales Returns, (c) Expenses of Travellers. 3. What 
IS the object of crossing a cheque? Give three specimen cross- 
ings and state the object of each. 6. What is a “ Reconciha- 
tion” Statement? Explain how it is prepared and give an 
illustration. 


Exercise. M. Ravary started business, as a tea merchant, in 
1917. On 1st Jan., 1918, his balances were as follows : — Assets : 
Bank, JE31G 10s, 4d. ; Cash, £10 2s. 7d. ; Office Furniture, £100 ; 
Tea, £185 10s. 6d. ; Debtor : H. Dickson, £95 Os. 7d. Liabilities ■ 
Loan from R. Smith, £100; Creditor, P. Peach, £78 9s. Open 
a/cs. to record the above in the Ledger, and post thereto, 
through the proper books of original entry, the following : 1918 
Jan. 2. Pd. by cheque int. for ^ year at 5% due on loan from 
B. Smith. Jan. 4. Pd. wages in cash, £7 49. Cd. ; Drew and 
cashed potty cash cheque, £25. Jan. 5. Bought on credit from 
P- Peach, 40 chests of tea at SO/- per chest, less 10% trade dis. 
Jan. 8. Sold on credit to H. Dickson, tea £22. Jan. 9. Bought 
for cash a second hand office desk, £6 10s. ; Sold on credit to 
A. Richardson, tea to the value of £S2. Jan. 11. Pd. 
"•ages in cash, £8; Bought for cash, stationery and string, £d 
8s. 2d. (charge to office expenses a/c.). Jan. 12. H. Dickson 
returned one chest of tea as damaged. Credited him with 00/-, 
tile value thereof. Jan. 14, Sold on credit to H. Dickson 10 
chests of tea at 90/- per chest. Jan, 16. Pd, R. Smith, cheque, 
£100 4s. 2d., being repayment of loan with int. to date. Jan. 
L- Reed, a bill at 3 mos. from H. Dickson for the amt. due 
from him, less 2J% dis. Jan. 18. Bought on credit from 1 • 
leach, 32 chests of tea at 82/- per chest net; Pd. P. Poach £10” 
on a/c by cheque. Jan. 21, Pd., in cash, travelling exs. A- 
6d. (charge to office exs. a/c.); Reed, cheque from W- d. 
Richardson in payment of his a/c., less 2Jr% dis. Jan. 22. Sold 
on credit to H. Hartman tea. £92 4s. lOd. Balance the Cash 
ook and Ledger as on 22nd Jan., 1918, and extract a Iriai 
Balance. No. P. & L. A/c. or B/S. is to be prepared. 


Royal Society of Arts. (Stage 1, May, 1919). 

L Briefly explain the following : — ^Bad Debts ; Impr^t , 
Payee; c.i.f. ; E. & O.E. ; C.O.D. 2. What is a " Reconcilia- 
tion Statement,” and xvith what object is it prepared? Illustrate 
your answer by employing the following particulars 


-Cash at 
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nJrt p'f JiatiV Boot on Dec. 31 , loifi, xiOO; C?sh Pt 
Ml •i'iF' p'’’ Cheques drnun 

Id Pec. 31. Wlh- Pass Bwt, £20 ; rhcQii« 

nii'l )n prior to 'Hj Bant Pass Boot, MO. 

c The lo!!'‘'''’i"S ” ‘’f Trederift Hamilton\ a/i in 

Maxneirs ledger - 

Frederick Hamilton. 



, C<Kxh.' 

M I (Jq, * 

’• «! i: Cut. cn Goods 


£ s 
. 29 - 
10 • 
6 - 
14 - 
i - 

1919 ( 

Dec 10 j Bj Cash ... 

" i2 f •’ ^‘SCOODt 

»• ?? 1 tf Returns ... 

•> i;, , b/r ;-•- 

*> »»i , „ Balance c/d 

— ■ I 

53 - 

0 - 


£ <; 

27 r 
- U 
7 * 
15 - 
9 - 



mef-dcdac(ed 

lor <1'‘" f .r. the Offic: 

or fl” Sy teen written off as a bad debt." fhe oUrand 
fc*-* f’^Trading Co., l^d-, bewg unable to pay „s debts g^ve 
Mars* £100 Debenture Stoct in settlement of his account 
fi. 11^ The Debenture .Stoct v.-as subsequently sold bv Ci 
Ti^'^ nfcrXCO- 

Alexander Goodchild commenced business as a 
iVing Costunuer on 1st Jan. 1919, u„h £300 irthe 

“i.® gSKrSS.™? fo"- f . P- 

Jlil “Si »»'■”' <!"' '■“t" 'i' ■»'» B.. ,S? 

f!“r !»«, i™ 


jjirlt 


‘ 71=0, which ne purenaseo on 31st Dec 19ls 7. 
to*‘ c. Co., and had not paid for ^ 

with the abo-.e particulars, and po i 
IntxT books of original entrv the fnip ‘.^'^relo, 
the cashed chen,.« ? ‘oUpwing -- 


booKS “ original entry, ,he foIIoVinr.'I: 
P 0Vew and cashed cheque for £^20 for ofH« cIshT 
‘ ^r.-r for carnage r-.r. casn ; 


rif’t 


■si 


Jdit'^W ;“ds. of blfe 

?d- ^;r 


,“.“n W'h, i'' T-P., «ages; ..,opi „„ „ ^ ' 

h’ f r’o.i doz. ladies’ covert costiimcs a, c-J i- 
I’orcbz.^e^, by cheque, from Johnson i fonsoT 

p‘'i JC'-erird' amounting to XU Purrhased by ^cqu",’ 

S>*- '**' 



301 


from the Town I’ernKliinj; ('o , •sniulrv f)\turcs nntl fittings for 
-tTfl. Jtiii. t. I’eid Sluitji, ?)Hn<tr \ Co iliiqiic, amount of 
their a/e., Jess 2>% die jan. it Sold on credit to Montague 
nj.atns, 3 do?. Indies’ Miie eerge co tniiu-e, at £'> oe. carh ; I'd. 
Uieh, ntai.ers’ wages, £.3 l.’je J.an. 7 Drev. and cashed cheqm 
for X£(), to replenish office rash; flislop, Toonc S: Co paid their 
.!/<.. less 7>% (hs., In theipie, whuh was paid into Hank. Ian 
S. I’lirchast-d Iiv rheque, troni the Herscv rnginccnng Co . 
1 entling maihine for itS; Montague Uj.ims returned ns faults 
ft ladies' blue serge co-.'uriics sold him on the Cth inst. naktiHe 
the Cash IIo.sl: and I.rdgcr a-, on Pth Jan , Ifllfl. and e\trai t a 
'I'rial IJ.alance. No 1’. S. 1.. .\/c. or U/S is required. 

Lancashire & Cheshire Union (fanor, ini3) 

Part I, 1. r.xplain the nu.amng of the following (n) Dating 
forward. {/)) Suspense .V < (<) 1 i\ed diargcs 2. What is .a 

profit and loss n/c., lion is it made up and from what a/cs., and 
what docs the b.alanre represent? flow wmild >ou deal witli the 
final balance? 3. What rio jou uiiderst.uid bj the term “ Interim 
Dividend”? 4, Jouriiatise the following fa) William Smith, 
balance due from him irrecoscrnble, £27 10s. (?>) Depreciation on 
ofiico furniture, u% on £.10 10s (r) K.ites and taxes due but not 

liaid, £10 Ills. Id. (d) .'?oM for c.isli, £.10, an old machine which 
stands ill the pnxato ledger at £105 6, \Miat is understood by 

the terms ! — (a) ‘‘fixed Assets.” (f>) “Wasting As'Cts”? 

6. n. Lindley received from W. Simpson 100 pianos invoiced 
at £20 endi to sell on Simp'on’s a/c. 11. Lindley paid freight 
£100, Insurance .£75, Storage iMO He 'old them for cash at an 
aver.ago price of £30 each Ics, 5%. I.indlcv’s commission for 
selling was fixed at £250. IIow would Simpson’s a/c. appc.ar 
in Lindley 's ledger? 

Part n. 7. 'Ihc position of Henry Cla\ on the 1st Feb., 1913, 
was as follows: — Assets’ C.ash m hand, £13 'Is. 7d. ; Cash at 
bank, £267 13s. Gd. ; B/R. due 22nd Feb., £.55; Joe Watson, £1« 
14s. lid.; Wm. Dixer, £1*1 10s Id.. Office rurnitnre, £34 Ps. 
Od.; Goods on hand, £197 15s Liabilities’ Stephen Hirst, 


£175 14s. 2d.; David H.ayncs, £201 .5s fnter in the books, 
Jiost, and take out T.B. 

J'cb. 1. Sold Goods to Joe Watson £120 2 G 

,, 2. Reed. R/R. at 2 months from Wra. Diver ... 4810 1 

„ ’I. Bought Safe for Office and paid Cheque ... 10 - . 

,, 7. Sold Goods to Peter Gibbs for Cash 67 10 - 

Paid into Bank 60 - - 

„ 10. Drew Cheque for Office C.ash . .. 30 - . 

Paid Wages and Salaries in Cash 18 15 G 

,, 12. Bought Goods from Stephen Hirst 4310 G 

,, 13. Paid Haynes by Clieq. xvhich settled his a/c. 252 - . 

1 , IG. Reed. Cash from Joe Watson and paid it into 

Bank same day £18 4s. Allowed Dis. . . - 10 11 

1 , 19. Sold Goods to Wm. Dix'cr 64 3 7 

• > 21. Gave Steph. Hirst on a/c. my acceptance for 144 4 8 

Paid into Bank B/R, due on the 22nd inst, 55 - , 

t. 
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Fcb.24. Bought Goods for Cash ’ ' 

Paid Rates by Cheque 1010 - 

Wm. Diver returned Goods 

„ 28. Hy. Clay drew a Cheq. for private purpo.ses 1510 - 
Charge depreciation of Office Furniture ... 3 ® Jl 

Carriage due but not paid 5 IG J 

Part III. 8. Close the a/cs., bring down balances, make otil 
P. & L. A/cs. and B.S. Stock on 2Slk Feb., 1913, £419 4s. 3d. 


Lancashire & Cheshire Union. (Junior, 1914.) 

Part I. 1. Is the fact that a trial balance “agrees” conclu- 
sive evidence that all transactions for the period are correctly 
entered in the books? Illustrate your answer. 2. What 'S 
meant by “renewing” a bill? .A. receive.s a bill of e.vchange 
from B for £100, and discounts it with his bankers. On the btll 
becoming due B requests -A to renew it, which A does, adding 
£2 to the new bill for interest. What entries will be necessary 
in A’s books when the bill is renewed ? 3. What do you under- 

stand by: — (n) A composition, (6) Turnover, (c) Liquid assets. 
4. Show a ruling for a departmental sales book suitable for a 
business with three departments in which are sold cotton, 
woollen, and silk goods respectively. Give three specimen 
entries. 5. What is the difference between a “ sale ” and a 
“consignment”? 

6. In which ledger accounts and on which side of such 
accounts would you expect to find the following transactions? • — 
{< 7 ) £40 paid for a horse & cart, (i) £C0 reed, as commission 
for selling goods received on consignment from Charles I-emur. 
(c) £100 lent to Thomas Frost at 5% interest. (</) £15 reed, 
from the trustee in bankruptcy of Tim Thaw, being a supple- 
mentary dividend. Thaw’s a/c. had been closed for some 


Part II. Moses Myer.s’ po-.ition on the 1st Jan., 1914, was as 
follows : — Assets : — Cash in hand, £12 lOs. ; Cash at bank, £189 
12s. 8d. ; .Stock-in-trade, .£.303 las. ; Bills Receivable, due 17lli 
Tan., £80 lOs. ; due 19lh Feb. £4S; Alfred Smith, £.39 12s. 6d. ; 
lacob Rose, £1S 3s. 2d. ; Warehouse Fixtures, £50. Liabilities — 
s'hav' & Sons, C8G 9s. 4d. ; Bill P.ayable, due 12th Jan., £G5 14s, 
Transactions for the month : — 

Tan 1- Reed, cheque from Jacob Rose in settlement 

^ ' of his a/c., and paid s.ame into bank £1714 1 

.3. Sold goods to Alfred Smith 21 8 G 

” 5 Reed. B/E. at 3 inos. from Alf. Smith on a/c. 50 - - 

G Gave Shaw & Sons bill reed, from Alfred 
” Smith. £50, .and cheque for £31 G 1 ; dis- 
count £2 3 3, toffil 8G 9 4 

8 Drew cheque for cash 25 - - 

” Bought goods from Abe AVorth for cash 14 3 G 

TO Met bill due this date by thtquo G.'.14 - 

” j®' B/R due this date duly met at bank 8010 . 





Jttn.SI. Paid tt.irilmuso xvaRCN in cn*;!! .. XIttO . 

Oitw .( ilu'qiit' for liou-.rhoUJ cxjh'IIM's 12 5 • 

,, 2t. I'olcl roikIs III Alfred Stiiiili Kd C! 8 

.. lit urIiI Rtyids from Tom Mail bli U> • 


,, 2<. Atf. rtturned half ihc Roods sold luiti 

on the 21th as I'oinR dajunRcd 
fiase 'lorn Mm I, a 2 months' hill on .id for .Pi • 
Paid Rivs .mu! water a/c. tn lash 2 .*■ 

„ 111, Charge deprmnlion of wnrehnuse livliiris 8 1 

Credit c.iji. .n/i vith ml at .'I'y jier aim 2 14 2 

flni I'lonth’s riiit of tt.irili'si dm hut not pd .> 8 1 

Ueeord the alune in the |>ru)ier hixiks, post to I.edper, .mil 
tak'- out Trt.il llal.mre 

Part III. r rom the (otiRoitiR ilose llie .i,is hriiip down the 
h.tlaiiees, .and male nut P. .V I, .\/< and 1) 8. On the :ilst 
Jan., lull, the xtosk was valued at X.UT 8s 8d 

London Chamber of Commerce. {h<ni,ir, iiil.'l ) 

1. On March Hist, 1012. the h. dames in the hooks of A 
vkoylall, tradiiif! as the lloro’ llruk Co after .ill .ulpistnients 
had been made were . — 1 tee hold I’ropertj iI2.000, Ktliis, Hiiild. 
tnqs, fixed Plant A Maelunerj, XaH’)!), Loins on Mortgage fn 
4', X'lO.OttO; Uolhng htixk, Lexisc Plant ik htorcs X12.i7 KN. 
ICP. i I'., astern Maehv. Co. due April 21/12, X200 , Lastern 
.'laehv. Co due Mav '21/12. i'iOO, lastern .Machy. Co due June 
‘21/P2; X200. nyu. .' a. near, due April (1,12, XI 13 .is, (id , A. 
Hear, due June (i/12, Xll.i .Is. cd. ; C htnke, due Ajiril 15/12, 
X2t)Il 5s. Sundry Creditors l.ar! A. to Xlo tis : Duke ek Sons 
.U12 10s i n.arlt'lorge Co £21!» l.C Id , L.astern .Machuicr; 
Co. XIOS 0». 8d. , Hcalc ,k Co i288 10s , Stoek of Pricks €550; 
Interest due on Motlgago X'lOO. Smidrv Dchlors . Builders’ 
Supply Co XoS tis. 8d. , A. Hear Xloi Us hd. , C. Strike XlII 
Is fd. ; (1. niinmock tUTl IDs. (id. Keserve for Disunmts ik Bad 
llebts iUaO. Cash at Hank X.VU 2s Cash in h.anU X4 4s. St. ate 
the above in llic form of a Bai.mec Slieel, sliow'ing .k. Woodall's 
eapit.al. 2. Open Hie Ledger with the nhovc balances. Enter 
the transactions in the proper subsidiary books, post, balance 
(bringing the balances down), and extract the T.B. Healo ik Co 
h.id contracted to deliver 1,200 tons of co.il at ..Hi/, per ton. 
Delivery to be made as and when desired by A. Woodall on or 
before ilOlh June, 1012. P.ivment to he made net monthly on the 
loth of each month following deliver). 

Apl 1. Paid by cheque. Interest due on Mortgage (less tax). 

Sold to Builders’ Supply Co. 400,000 Host Bricks @ 
30/- per 1,000 dclixercd. 

„ 5. Drew chq. for Salaries, \\ ages & Small Pa) ments, X150. 

„ 0. A. Bear’s acceptance duly met at Bankers. 

,1 8. Beale k. Co delivered lOO tons of Co.al under contr.ict. 

„ 10. Kecd. cheque from Builders Supply Co., X58 Ox. 8d., 
and their acceptance dated April 10th at two inos. 
lor bricks sold to them on -kpnl 1st. 
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Apl. 10. Paid by cheque the following Accounts : — ^Peale & Co. 

(amt. now due); Dark Forge Co. on account £100-, 
Eastern Machy. Co., less 2i % dis. ; Earl & Co. nel. 

,, 12. Drew chq. for Salaries, Wages & Small Payments ^150. 
Bot. of Earl and Co. 100 yards Sea Sand @ S/G per yd. 
Carr & Sons entered into a contract to purchase 
1,000.000 bricks at 18/- per 1,000 in yard. Delivery 
to be made as desired by Carr Sz Sons on or before 
31st July, 1912. Payment to be made on the 20th of 
each month following delivery. 

,, 13. Bankers placed to credit of a/c. proceeds of accept ’ce of 
Builders’ Supply Co. under dis. at the rate of 6% p.a. 

„ 15, Sent to Duke & Sons acceptance at two months from 
this date for the amount due. 

Bot. of Dark Forge Co. : — Sundry Hooks and Chains 
£-23 3s. 4d., Wire Rope £4 8s. Sd, 

C. Strike’s acceptance duly met at Bankers. 

,, 19. Reed, from C. Strike his acceptance dated April 17th 
at 2 months for the amount of his a/c., which was 
at once placed under discount at the Bankers, who 
charged £2 16s. 4d. 

„ 20. Sold to C. Strike 100,000 Best Bricks @ 30/- deliv’d. 

130,000 Seconds @ 24/- do-_ 
Dreiv chq. for salaries. Wages & Small Payments £130. 
Beale & Co. delivered 100 tons Coal under contract. 

,, 22. Bought from G. Dimmock : — 2 Horses for £45, Stock 
of Fodder for £25. 


,, 24, G. Dimmock pd. by cheq. the amount due by him, net. 

Eastern Machy. Co.’s draft duly paid by Bankers. 

., 26, Drew chq. for .Salaries. Wages & Small Payments, £230. 
,, 27. Beale Sc Co. deliiered 50 tons Coal under contract. 

Agreed to accept from A. Bear a composition of 15/- in 
the £ on the amount of his total indebtedness, to be 
paid as to one-third in cash and the balance in equal 
guaranteed acceptances at 1 and 2 mos. respectively. 
U'he amount to be paid in cash was received and 
duly paid into the Bank. 

30. Kecd. from A. Bear two acceptances dated April 27th 
” in accordance with the terms of the composition. 


P.ecd. from Midland Rlj'. Co. account for carnage of 
bricks, £288 G^. ?d. 

The deliierv books showed that Carr Sc Sons had, during the 
month taken "delivery of 300,000 bricks. The payments out of 
Cash during the month were : — Wages of Labourers and Burners 
oiro • Waves of Engineers & Mechanics £54 Cs. 6d. ; W^ges 
of Carmen r.33°10s.; Salaries £36 12s. Cd. ; Oil Waste, &c., £12 
Repairs to Machinerv £3 Os. 8d. ; Upkeep of Kilns £18 
'od ‘-’Horse Keep £42 Ss.; Trade Expenses, Sl.ationery, &c., 

4’d • Personal Drawings £103 8s. 

'^’^’'What are the advantages of Boo'-t-kceping by Double 
^ the books generally employed and explain their 

Explain to foltowing terms .-.taounl Payee, Bill 
^Ent^. i>ock Warrant. 



bonbon Cliainbor of Commerce, (/miipr, 

i. Messrs. G. lirown aiul M. I.eUs carried on business in 
partnersbip. On Srd Jan., 1914, after takinp stock and making 
adjustments, tlieir Ixxtks disclosed .Assets and I^i.abiliiies .is 
follows Bills pnv.able ; A. Jones, due Jan. 8, il.'i.M Gs, 8d. ; C. 
Uslcy, due Jan. 22, £2,13 6s. 2d.; C. Lesley, due Feb. 22, £233 
16s. id.; Sundry Creditors on o}>cn a/cs. : C. Lesley, £IC3 2s. 
Id. ; C. I..ca, £293 18s. 7d. j Gas Ajc. XD 18s.; Klectric Lignt 
iyc-£10 2s. ; Ctx>divjll, £9.10 ; Cash at City Bank, £825 Is. Id.; 
Sundry Debtors on open a/cs.: 11. Kadie, £201 tOs. ; L. Wein, 
£121 I7s. Gd.; Raymond S; Lingley, £198 3s. 4d. ; Slock on hand, 
£18G0. 'I'licrc was .a contingent liability for bills under dis- 
count at tlifi City Bank, viz, : — H, Eadie, due Jan. 16, £2.11 
ISs. 4d. ; L, Kent, due Jan. 20, £94 Gs. The cnpit.al was appor- 
tioned ns to three-fifths to G. Brown and two-fifths to If. Letts. 
Open the Ledger. The custom of the firm was to make all 
entries in a rough diary from which they were entered into the 
proper subsidiary books and duly posted to the Ledger. At the 
close of each month a Trial Balance was made. The following 
entries appeared in the diary for the month of J.in., 1914. Per- 
form the work which would be done by the book-keeper. AH 
(hegttes mere faid into the bank, but cask receipts sucre used 
ior small cash payments. 

Jan. 6. Sold to L. Wem : 80 prs. Witney Blankets @ 29/C a 
pr. {invoice lor which was dated torw.ard to March, 
1914). 42/lj dor. Serviettes @ 8/- .a dor. 12 doz. 
Linen Tea Cloths @ 3/9 each. Packing 10/-. A 
Receiving Order in B.inkniplcy made against L. 
Kent. Meeting of creditors .at Bankruptcy Build- 
ings on 14th inst. 

,, 7. Sold for cash, job lots of nainsook : 3 pcs. 24 yds. each 
@ Cjd. a yd. 4 pcs. 20 yds. each @ 5id. a yd. 12 
pcs. 24 yds. cacli @ 3Jd. a ycl. 

,, 8. Consigned to A. Bergen, of Trondhjem: 50 prs. of 
Blankets (gi 32/G a pr. 50 prs. of Blankets @ 29/6 a 
pr. 40 prs. of Blankets @ 20/3 a pr. A. Jones’ bill 
met at H.ankers. 

„ 9. Purchases from A. Jones: 100 prs. Blankets @ 21/C a 
pr. 30 prs. Blankets @ 19/4i a pr. 

,, 10. Paid W.agcs £7 12s., banded to Petty Cash Clerk £3. 

„ 12. Drew at 3 mos. on 1,. Wem for the amount of his open 
a/c. now due. 

„ 14. L. Kent adjudicated bankrupt. Liabilities, £4300, 
Assets, nil, H. Eadie paid by cheque the amount </; 
his a/c., less 5% dis. 

. ,, 15. Reed, L. Wem’s acceptance, which was placed under 
dis. at the City Bank, who charged for dis. £4 14s. 

. 17. Drew cheque for ca-sh, £S) 12s. Paid wages, £7 123. 

Handed to Petty Cash Clerk, £2. 

,,19.. Drew on A. Bergen at sight for 3000 Krone, and 
handed draft to City Bank for collection (see Jan. 
28). Sent acceptance to C. Lesley for the amount oi 
his a/c. 
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Jsn, 20 . Sold to Pad' 

following Icnpthc 2 pcs. each 0 ! 

® 1 /OJ ^61 d--”' 22 . 24, 21 J, 20 J, and 18 ^ds. 
s only large salin Quilts @ 18 /- each. 

I-U.v Cloths embrmH" @ 33/3 « ^oz. 

» 21 . Purchased of r j f ^ I’^^^ing 3 /-. 

average ijd. a’vd 7 ^ 3 , Calico in bulk at 

r.:::, !c' ^ 

■■ M. “r " '“ "■ 

.. »«■ ';f '•'■,“?* £‘15, ”' 

..2.- Reed. “■‘"'•’■M- 

dated Jan. 24 , at l°ino Tnigiay their acceptance, 

” 23. City Bank credited a/ amount of their a/c. 

on A Bergen. — 1G5, proceeds of draft 

a/c., £10 ISs , and Klectric Light 
.. 31. Drew cheques for o 

Letts. ^2. Pa.d’^?Va?et' ^^8- ^l- 

d.‘?r^ '^ 7''’ ^ 3s. The pL,^°"-r- Handed to Petty 
Cash^P '"UU'!' "ere— Tra**> Kxpsnditures 

2 — ^ ^ “‘■‘^I'ases £2 35. 4d. ^ .^3 12s. Cd., 

S%o7f ^ul^ers co-n. 


oV7 T 1 ^ urchases 18/.S i ^ ^res 6/G. \VeeV- 

17/i’ ^/^2/ldcerts. 35/-,^s’nmn V Postao^s 

It/1, Housekeeper 28/9, Advances to 3/S, G.X. kk-. 

^\as the amount of the cheque to be clrav-rT'^^^i ^ 
reinstate the initial balance? Bv whaV , 1 i" order to 

keeping the Petty Cash a/c. known? ^ ‘h’s systL of 

3. Who owes, and to whom is owinn , 1 . 

following a/c.? M. Ida, in account with t% 7"7"‘ '^ue in the 
19. Supplied to L. Evelyne, of Bushec h,. ' "°r>rne. Peh. 
t prs. Witney Blankets @ 43/G a pr. °f 31. Ida, 

4. Explain the follo\ving terms .—Invoice v . 

gage. “ invoice. Voucher, Jiort- 
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London Chamber or Commerco. {/a/nor, 1915). 

1. Copperfield S: Donibey traded as Wholesale Hosiers. On 
1st Jan., 1915, the balance in the Sales, Bought and Private 
Ledgers were :~Debit Balances: S. Weller, illSG 7s. Gd. ; J. 
Bass, i;19 2s. 4d. ; S. Stearforth, X'432 7s. lOd. ; Stock, i.3430 ; 
Cash at Bank, ^G78 2s. 4d. j Petty Cash, £8; Furniture & Fix. 
tures, £350 ; Credit Balances : C. Micaivber, £241 10s. Cd ; B, 
Dorritt, £7G 5s. lOd. ; B/P. (due 15th Jan., 1915, B. Rudge) 
£141 3s. 8d.-, Reserve for Bad and Doubtful Debts, £70; Reserre 
for Employee’s Commission, £45; Capital A/cs., D. Copperfield 
£2300 ; S. Dombey, £2300. Open Bought, Sales and Private 
Ledgers with the above balances and enter the transactions into 
the proper subsidiary books, post to the Ledgers and extract a 
Trial Balance. All receifts were fatd into the Bank. 

Jan. 2. Drew Cheques, Petty Cash £45, Wages £12 10s. 

Paid employee’s commission out of petty'cash, £45. 

,1 5. Received from S. Weller cheque for liis a/c., less 2J % 
discount. 

>, 6. Purchased from C. Micawber, 300 Men’s Cardigan 
Jackets @ 45/9 per doz. , 475 Ladies’ Sports Coats 
@ 10/9 each ; 30 doz. Motor Scarves @ 19/- per doz. 

,, 7. Received from S. Stearforth his acceptance, at 3 mos., 
dated 6th Jan., 1915, for half of his A/c. Dis. 
counted same with bankets, who charged £3 for dis. 

I, 8. Consigned to C. Barkis, of Toronto, the following : — 
50 doz. Motor Scarves @ 94/G doz. ; 200 doz. Men's 
Cardigan Jackets ® 49/- doz. ; 30 doz. Men’s Card- 
igan Jackets @ 41/- doz,; Cases £1 Is. 

Drew cheques for payments in connection with con- 
-signment to C. Barkis, Carriage £3 lOs. ; Insurance 
£14 10s. 

,, 9. Drew cheques for : Petty Cash £5 ; Wages £12 lOs. 

,, 11. Received cheque from J. Bass for £18 123. 4d. in 
settlement. 

Sold to S. Weller, 20 sets of Coats and Caps @ 8/9 pet 
set; 325 doz. Children’s Jackets @ 30/- doz.; 73 
doz. Scarves @ l/H each. 

,, 12. Drew on S. Stearforth at 4 months for the balance of 
his A/c. 

,, 14. Sent cheques in settlement of amounts due to : — C. 

Micawber, less 5% dis. B. Dorritt less 3J% dis. ' 

Received from S. Stearforth his acceptance sent to him 
on 12th inst. 

,, 16. Purchased from B. Dorritt, 150 Motor Scarves @ 21/G 
doz.; 30 doz. Children's Overalls ® 19/6 doz., and 
invoiced these goods to S. Stearforth as follows : — 
Motor Scarves @ 37/6 doz. ; Children’s Overalls @ 
30/- doz. 

Drew cheques for. Petty Cash £5, Wages £12 10s. 

„ 19. Sold to S. Carton who gave his cheque in settlement, 
15 Ladies’ Coats @ 11/- each ^ 20 Ladies’ Coats @ 
10/6 each, 
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Jan. 20. 


, 23. 
26. 


, 27. 
, 29. 


30. 


citfon L c marked R/D. ; on nolifi- 

Drew e.xchange for cheque. 

Purcha eTr" ^12 10s. 

92/ dor 'an a' = 20 doz. Sweaters @ 

Alin’s doz.; 50 do^ 

.Uen s Cardigan Jackets @ 9/6 each. 

R^ifived^Accf^VQ^'i for a New Safe, 

h^d stating that he 

Dues^io^ ' Warehouse and Dock 

mission ^ u- ““S'g°“ent realised £900, the com- 

sighTfor^baSnce 

'. D® ro''n,iti°)!?T =— Wages £12 10s. ; Petty Cash 
Expense -C'l month were: — Trade 

2 . o„ ivr““S2'i-S“'“" "•' 

showed a haUnc^oftraVg^lst’ 3d ®°°u 1°“^® & Timson 

lars give the balance th-t ^rom the following particu- 

Book on Dec. 3Ist Dec "*3t'™'^- j Be shown in the linn’s Cash 
in Pass Book on Isf Tan S'^"’L^351 7 s. 2d., credited 

cheques were drawn -—TonL.^^ifAn 2.“ the following 

£75; Peggotty, T^son, £100; Turveydroo 

7s.; Petty Cash, ils- Smith' /c*’'* it 

cheques for Wages and PeUv^r^°u^’ ^ 

On Dec. 31 the Bank had chLE^’j ®P.P®^''=d in the Pass Book, 
entered in the firm’s Cash 7"^ interest £7 5s., which was 

3. Explain t^ terms a' 

the Account Sales received hv'r Sales. ?. Draw up 

Jan., 1915 (see Exercise 1) Copperfield & Dombey on 29th 

National Union of Teaphnr. . T~t 
i. Name some of the defpAtc f (^^ei’ien/ory, 1914.) 

2. Distinguish between cross n7c. singie-entry book-keeping, 
side of a P. & L. A/r ^°d net profit. The Dr. 

amounts to £140. What dr. and the Cr. side ‘ 

does a Trial Balance tel] vo7^'‘\v 7'*”.‘^® 2. AATiat 

Eh. On Jan. 1, 1914 inhn 'w' does a B/S, tell j'ou? 

Cash at Bank, £300 ; Cash in Office, £.30; 

• Black, £230 7s. Cd. ; B Brov7 Debtors: A. 

Pd ?■ 4d’ CBcrry, £75 

Sd.; 1. Scarlet, £134 Ss. 4d Find ‘t°« = E. Pink, £165 16s. 
the transactions below in suitahi»7A , "Credit his Cap. Enter 
draw out a T.B., bLn« tSe P'^ to the Ledger, 

fid B/S. {^'.k~Al!cZaf,iV^' out a P. & L. A/c. 

dani same day.) be -passed through the 

Jan. I. Posted a cheque to landlord 

Reed. A. Black’s chcoue £207 ’r 'Al'. ' A 

Sold goods to A. B!ac’< Discount 3 2 6 

Paid Wages with Office' cish ' 

Charge B. Bren withintS—IV-;;; f 7 0 


2 . 

3. 


r 


jan. l). B. Brown bought Goods i'80 3 4 

„ 7. Received B. Brown’s cheque 143 - . 

„ B. Sales to C. Cherry 24 13 4 

„ 9. Reed. C. Cherry’s cheque, £98 lOs. Dis. 1 10 - 

,, 10. Reed, of the trustee of D. Grey in full dis- 
charge of his a/c., cheque, £75 10s. Wrote 

off D. Grey’s balance as Bad Debt 25 3 4 

„ 12. Postages and Telegrams 217 6 

„ 13. Paid Rates from Office Cash G 5 - 

„ 14. Gave E. Pink cheque, £163 10. Discount. ,, 2 6 S 

„ 15. E. Pink sold us goods 150 3 G 

„ 16. We had to pay carriage on the above Goods ; 

charge E. Pink with the aint. — Office Cash 13 6 

„ 17. Paid Wages from Office Cash 5 15 - 

„ 19. Gave F. Scarlet a cheque, £131 10s. Dis. ... 213 4 

„ 20. F. Scarlet sold us Goods 190 2 6 

,, 21. Ready money purchases — cheque 175 10 . 

,, 22. Ready money sales — clieque 85 7 G 

Sales to A. Black 29 10 - 

,, 23. Received A. Black’s cheque 85 - . 

„ 24. Received B. Brown’s cheque 40 1 8 

,, 2G. C. Cherry bought Goods 125 6 8 

., 27. Purchases from E. Pink 70 - - 

,, 28. Drew a cheque for self IGlO - 

20. G. White bought goods 55 15 6 

Paid F. Scarlet cheque 95 1 3 

,, 30. Paid E. Pink cheque, £147 10s. Discount... 2 13 6 


,, 31. Interest on Capital, £4 10s. Goods on hand, £649 7s. 

Royal Society of Arts. (Stase 1, May, 1920), 

1. Explain the following terms and abbreviations ; — Cash 
Discount; Real A/c.; Par; Cum. div. ; m/s.; Ltd. 2. What 
is a cheque? Give a specimen form of a cheque for £10 5s. 6d. 
3. Rule the form of a Cash Book and enter therein the follow- 
ing 1920. Jan. 1, Bal. at Bank, £235 6s. 2d. ; Bal. of Cash, 
£86 4s. lOd. Jan. 2, Paid Wages in Cash, £17 6s. 5d. Jan. 3, 
Paid into Bank cheque reed, from Smith & Sons in settlement of 
their a/c. of £65 lOs., they deducting 5% dis. from this amount. 
Jan. 4, Paid Wm. Robinson, by cheque, the amount due to him. 
£76 6s. 8d., less 5% dis. which was deducted. Jan. 5, P. Peters 
paid through Bank the Bill Receivable due to-day, £l00. Jan. 6, 
Paid by cheque £56, Rent due 25th Dec., 1919. Jan. 8, Sold an 
old table for 16s. in cash. Paid into Bank all cash in hand with 
the exception of £10. Bal. the Cash Book on Sth J an. 4. Explain 
the objects and methods of using a Bills Receivable Book. 
Submit a suitable ruling for such a book and insert two specimen 
entries. S. State which of the following you would enter in the 
Trading A/c., and which in the P, & L. A/c. : — {«) Sales. (*) 
Purchases Returns, (r) Office Salaries, (d) Workmen’s Wages. 
(c) Travelling Exs. (/) Stock on hand. 
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Exercise. George Waud started on 1st Jan., 1920, as a Genfiral 
Dealer, with : — Cash in hand £15 17s., Cash at Bank £327 8s. 
lOd.. Stock £258 10s. 6d., Kurniture & Fittings £91. Sundry 
Debtors ; — H. Dickson, £18 10s. ; M. Ravary, £39 17s. Gd. ; 
II. \'. Machin, £20 ISc. 4d. Sundry Creditors-. — ^U. Hadley, 
£12 4s. 8d. ; M. Melody, £■21 4s. Cd. Open a/cs. to record the 
aborc in the Ledger; and post thereto, through the proper books 
of original entry, the following : — Jan. 1. Drew and cashed 
cheque lor office purposes. £40. Jan. 2. Sold to M. Ravary on 
credit, 4 rolls serge at £15 lOs. Gd. per roll, less 10% trade dis 
Jan. 3. Raid wages in cash £6 7s. Gd. Bought on credit from 
II. Hadley, 50 oilskin coats at A'l 11s, Gd. ea. Jan 5. H- 
Dickson paid by cheque the amt. of his a/c. , less 5% dis. Raid 
cheque into Bank. Jan. G. Paid by cheque, the amt. owing to 
M. Meiod}’. Cash sales for week £32 Ss. Gd. Jan. 8. Bought 
for cash IG overcoats at £2 2s. ea. Jan. 9. Accepted a bill of 
e.vchange, drawn by H. Hadley, for amt. of his a/c. Drew and 
cashed cheque for office purposes £20. Jan. 10. Purchased for 
rash office desk, £12 10s. Paid in cash wages £7 lOs. and office 
e.vs. £1 8s. 7d. Jan. 12. M. Ravary paid by cheque £25 on a/c. 
Paid cheque into Bank. Jan. 14. Cash sales for week £42 10s. 
Sd. Bat. C.ash Book and laidger and extract a Trial Balance. 

Royal Society of Arts. (Stage 1, May, 1921). 

1. F.vplain the following: — Imprest System; Reconciliation 
Statement; Stock-in-Trade ; a/ce, ; Div. ; fcs. 2, What is a 
“Bill Payable’’? 3. G. Dickson started in business on 1st 
Jan., 1921. His assets were : Cash at Bank. .£500 ; Stock, £324 
Debtors-. — .4. Smith, £122; R. Jones, £194; Machinery, £G24; 
Creditors were : — B. Robinson, £240 ; A. Brown, £320. Prepare 
Journal entry necessary to open Dickson’s books. 4. Lloyd.s 
Bank, Ltd. returned a cheque to B. Blank, paid in b}’ the latter 
on the previous day, with a note marked on it “not endorsed,’’ 
Explain the meaning of this note, and state why the Bank- 
returned the cheque. 5. A trader informed his book-keeper 
“ that he had drawn £25 from the Bank for Office Cash.’’ 
Explain the meaning of this statement, and give the entries 
necessary to record the transaction in the Trader’s books. 

Exercise. F. Flame started as a Co.al Merchant on Lst Oct 
1920, posses-^ed of a horse and cart, value .£120, Cash at Bank 
£550. He owed £100 to his brother, II. Flame, for money lent. 
Oct. 1. Drew and cashed cheque £25 for petty cash. Oct. 2. 
Purchased on credit 50 tons best household coal from Xuneaton 
Colliery Co,, at 63s. per ton, less 10% trade dis. Oct. 4. Pur- 
chased and paid for out of petty cash variou.s a/c. books £3 2s. Gd, 
.Stationery £2 12s. 8d. Oct. 5. Sold on credit to George 
Norwood 15 cwt. of coal at 4s. 8d. per cwt. Oct. 6. Sold for 
cash and paid into petty cash 5 cwt, of coal at 4s. Gd. per cwt 
Oct. 8. Paid out of petty rash salaries and svages £8 2.s. Gd. 
Oct. 11. Purchased on credit from B. Farmer IJ tons hay at 
£S per ton. Oct. 12. Paid by cheque Nuneaton Colliery Co. 
amt. of their a/c., less 5% cash dis. Oct. IG. G. Norwood' paid 
his a/c. by cheque which was paid into Bank, less 2J% cash 
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di<(. Oct. 18. I*aid out of petty cash salaries and wages £0 
18s. 7d. Oct. 19. Purchased on credit from Cardiff Coal Co 
20 tons tteam soal at li2s. per ton. Oct. 22. Sold on credit to 
Itrarebridgo I'lovir Mills, I.td , 10 tons steam coal at G>ss per 
ton less o‘'(, trade dis. Oil. 23. Ueturneil to li. I armer 1 ton 
01 hay datnagctl, 0(t. 20. Cardiff Coal Co allowed los for 
short weight in coal purchased from them on the l!)ih Open 
Ledger a/cs. and post ahoie tlurcto, through the proper sub 
sidiary boohs, ll.daiuc ledgir, bring down the b.alaiKcs and 
cxtrarl a Trial llalancc 

London Clinnibcr of Commerce, {/umor. May, 1019). 

1. n. Ten and C. CricK traded in parlnerslup as the Ten- 
Crick Silk Weaving Co. On 1st J.an , 1918, tlictr books dis 
close'el the following: — rre'chold l.aiul A. Htiildings, X5000 ; 
M.achy. A; Plant, £2200; .Stork. £3750. Cash at Hankers, Ll.)89 
ISs. ; Petty Cash, 125; W.aKh a Co owed 1-801 .Is. -Id.; Stair A 
Co. owetl £3'J0 10'. Hills Ueie-n.ible- -C.ir)) A Co. due 29th 
Jan , £120 lls. 8d. ; W.ilsh A Co . due .tOth Jan , £021 7s liean 
A- Co., creditor, i’l fU 7s 5d ; Sport A <'». ireditor. £790 Os 
f'J.; r.. Land, Xlortg.vgec (Lo.ui <>11 Mortg.ig') 13500 Hills 
PayaUi ; — Htsan A Co , due ''th J.iii . tl251 13s ; A. Uest.ill, due 
30th ]nn., £,53-5 2s. lid H Ten, Current A i .at iredit IGO , C 
Crirh, Currint .\/i. at eredit !..’.t), H lin. Cap -V/i , tliiOO : 
C. Crick, Cap. A/c , £2500 Dpui Ht.uglU, Valcs and Priv.ate' 
Ledgers with tlie abuse, enter the foliosving in the projier sub 
**idiury brok«. i)ost, uiut ovtraci Inal Balance on .'IKt Jan. AJl 
rettifts U’frc faui to the Haul. Jan 1 Sold to Carp A Co., 25 
b.ilcs ea. 108 ycK. <«■ 1/8 >d., 30 b.alcs ca fcO yds , (n, l/TJ yd 
Jan. 3. Pd. t. Land J sear’s Int on Mortgage at 5%, less tax 
at in £ to 31st Dec.,’ 1917. Ibis liability had been omitted 
svhen closing the a/cs. for 1917 Jan. -t Handed to Hankers 
for Discount <aTl Hills Iteceis.ablc. Hankers credited anit., 
cbarging for discount £-5 3s “td J.on k Drew eheque .or 
Petiv Cash £200. P.iid frem Petty t asb —Mages .at .Mill, Un 
Us (id.; Office Salaries. £32 .5s.; Office less . £15 3s Od.; Cash 
Purebases, £9 4s, 9ek Jan. U, Purehaseei from A. Kestall, I..30 
lbs. sanoiis colours at 8/3 lb., subject to 507o ssaar adsancc. 
Jan, 8. St.iir A- Co. paid a/i . less 5% dis Jan 10. 1 urchased 

from Hcan A Co. 218-= lbs sarious colours at 'J/IJ Ib. ; extra 
charge on 180 Ihs. at 3d. lb ; the whole insoice subject to 50% 
war adv.ance. Jan. 11. Drew f'luque for Petty psli £'225 4s. ; 
Paid from Petty Cash: — AYnges at Mill, £'151 9s. 9d. ; Office 
Salaries, £.30 lOs, ; Onire Dss., £18 Is. ; Cash Purchases, £19 
3s. 3d. Jan. 13. Sold to W.alsh A Co 33 bales ca. 110 yds. ; 
20 bales ca. 115 yds.; all at 2/1 per yd. Jan. 15. Rred, from 
AV.alsh & Co. acceptance due 18th March, for amt. of Dec. a/c.. 
less dis. at 2'%, and discounted it with the Hankers, who 
charged £0 12s. 9d. Jan, 10. Purchased from Sport & Co. 
various b.ales entered in Stock Book, page 32, all at £0_. 3s. 4d. 
Sold to Stair & Co. 50 bales ea. 108 yds. ; 31 bales ea. 100 
vds. ! 19 bales ea. 101 yds., all at 1/11 1 per yd. Terms, Cash 
in 7 days less Gl%. Jan. 17. Purchased at auction, Jlachmery 
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for ^525, and pd. for same by cheque. Paid Sport & Co. on 
a/c. fSOO; and accepted Draft at 2 months for balance of their 
a/c. Jan. 18. Drew Cheque for Petty Cash £211. Paid from 
Petty Cash : — ^Wages at Mill £162 3$. 3d. ; Office Salaries £30 
lOs. ; Office Exs. £12 6s. 9d. Jan. 20. Sold to Warner & Co., 
55 bales ea. 112 yds. at I/IOJ yd. ; 38 bales ea. 108 yds. at l/HJ 
yd.; 27 bales ea. lOS yds. at 2/1 yd. Jan. 21. Accepted Bean 
& Co.’s draft for amt. of Dec. a/c. at 2 mos. from 20th Jan 
Jan. 22. Carp & Co. returned 270 yds. at 1/8. Sent them 
Credit Note. Stair & Co. pd. amt. due. Jan. 23. Carp & Co. 
arranged a Deed of Composition with their creditors, under 
which they were to pay in cash on the 29th inst., 15/- in the £. 
in full discharge of their liabilities, all drafts and securities 
to be handed to the Trustee, G. Train. Jan, 25. Walsh & Co. 
returned 260 yds. part of the sale on 13th Jan. Sent them 
Credit Note. Jan. 25. Drew Cheque for Petty Cash £240. 
Paid from Petty Cash ; — Wages at Mill £181 19s. ; Office Salaries 
£36 10s. ; Office Ess. £13 11s. .3d. ; Cash Purchases £7 19s. 9d. 
Jan. 29. G. Train, Trustee for Carp S: Co., pd. the agreed 
composition. Jan. 31. Drew Cheques for Current A/cs. : — 
B Ten, £160 ; C. Crick, £80. 

2. On 1st Jan., 1919, G. Day purchased the business carried 
on by H. Carter. He agreed to collect the book debts due to 
H, Carter and to render a monthly statement with cheque for 
the amount collected, less 5% commission. The usual dis. was 
tc be allowed if claimed by the customers. The book debts due 
tp H. Carter were as follows : — G. Adam, £98 Os. 8d, ; D. Hay, 
£101 3s. 4d. ; L. Darcy, £60 10s.; M. Darwin, £52 5s. > A. 
George, £118 Os. 8d. G. Day continued to trade with the same 
customers and during the month of Jan. his sales were: O. 
Adam, £141 1.3s. 4d. ; H. Davis, £92 ; D. Hay, £119 ; L. Darcy, 
£98 lOs. ; H. Leek, £23 Gs. Sd. ; A. George, £81 Ss. 4d. By 
31st Jan. all the above a/cs., old and new, had been paid and a 
dis. allowed on all payments at the rate of 5%. On 3Ist Jan., 
G. Day sent to 11. Carter a cheque for the amount due. Show 
the statement rendered to H. Carter by G. Day. 

3. Explain the terra “ double entry book-keeping.” 4. Explain 
the difference between a Trial Balance, and a Balance Sheet. 

Exercise 69E. [Royal Society oj Arts, Inter., May, 1920.) 

1. IVhat is a post-dated cheque? 2. J. B. Clark is a Dry 
Goods Merchant, and deals in ladies’ costumes, Scotch tweeds, 
velvet and silk. Give a ruling suitable for his Sales Book. 

Ex. 1. Marlin Ravary is a Wholesale Ladies’ Costume and 
Cloth J.Icrchant. On 1st Jan., 1920, his Assets and Liabilities 
were as follows: — Assets: Furniture & Fixtures, £258; Sundry 
Debtors: — H. Lyons, £104; B. Bryce, £158; C. Allen, £17; 
P. Wilson, £21; Stock, £1029; Bill Receivable from B. Bryce 
(due Jan. 15th, 1920), £62; Cash, £15; Bank, £256. Liabilities: 
Sundry Creditors: — M. Herriott, £129; C. I'estout, £241; H. 
Dickson, £30; Bill Payable to H. Dickson (due Jan. 12th, 1920), 
£150. Open Ledger A/cs. to record the above and post through 
the proper subsidiary books, the following. Balance Ledger 
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A/cs. as on 22nd Jan., and extract a T.B. 1920 Jan. 1. — 
Drew and cashed cheque lor .£100 for Office Cash. Bought for 
cash 16 Paris model ladies’ coats for £47. Jan. 2. — Sold, on 
credit, to George Dawson, 56 yds. velvet at 30/6 per yd. Jan. 
3. — B. Bryce pd., by cheque, £50 on a/c. H. Lyons gave a Bill 
for 3 mos. for the amt. of his a/c. Bought, on credit, 2 rolls 
of Scotch tweed at £56 per roll from Uobert McGredy & Co 
G. Dawson returned 5 j'ds. of vdvet sold him on the 2nd mst., 
damaged. Jan. 5, — Sold, for cash, two costumes at £6 and 
£5 10s. respectively. Pd., in cash, Wages £12 and Office Lxs 
£2 Is. Jan. S — Bought, on credit. 100 yds. lining silk @ 21/6 
per yd. from C. Testout. Jan. 9.— Pd., by cheque, M. Herriott’s 
a/c. less 24% dis. Jan. 10. — Cash sales to date £3S. Sold on 
credit, 24 costumes at £4 4s. each to P. Wilson, less 5% trade 
dis. Jan. 12. — II. Dickson’s Bill, due this day, was duly met 
through the bank. Pd. Wages, in cash. £14, and Office Exs 
£3 4s. Jan. 14.— Pd., in cash. Carriage XS 6s. Jan. 15.— B. 
Bryce’s Bill, due this day, was duly met through the Bank. 
Jan. 16. — Bought, on credit, 150 yds. blue serge @ 20/- per jd., 
from it. Plerriott, less 5% trade dis. Gave it. Ilerriott a 
cheque on a/c. £50. Jan. 17.— Cash sales for week, £92. Jan. 
20. — if. Ravary drew cheque £50 for private purposes. Jan. 21. 
Purchased, for cash, 8 doz. coat hangers @ 24/- per doz. (Charge 
to Eurniture & Fixtures). Returned 10 yds. bine serge, 
purchased on the IGth inst., to if. Hernott, as faulty. B. 
Bryce pd. £100 on a/c. by cheque. Pd. cheque into Bank. 
Jan. 22. — Pd. cash into Bank, £100. 


Ex. 2, From the following Trial Balance of L. Pirrie, prepare 
Trading, and P. & L. A/cs. for the year ended 31st Dec., 1919, 
and a B/S. (<r) Stock on 31st Dec., 1919, £1429. (f>) Write 

Depreci.ation off Plant & ilachy. 10%, Office Furniture 5%. 
•(f) Reserve for Bad Debts to be made up to £400. (a) Three 
days’ iVages (amounting to £57) had accrued due, but had not 
been paid on 31st Dec., 1919. (f) Unexpired Insurances, 
amounting to £GS, are to be carried forward to next year 
(/) 5% InE is to be allowed on Cap., but no interest is to be 
charged on Drawings. 


Dr. Balances— 

Drawings A/c 

Purchases 5221 

Sales Returns 

StoeV (1 Jan., 1919) 1H6 

Salaries 528 

Manufacturing Wages 

Leasehold Factory 2500 

Rent, Rates & insurance 69^ 

Carriage Inwards 231 

Carriage Outwards 224 

Office Expenses 228 

Factory Exp^^nses 724 

Plant & Machinery 2400 

Factory Fuel 7?5 


Dr, Balances continued- 

Bills Kecei\'able *124 

Sundry Debtors S897 

Cash at Rank 1240 

Cash in hand. 221 

Office Furniture S-'O 

Travellers* Salaries & Comm... 987 

Cr. Balances — ^ 

Capital A/c 9000 

Purchases Returns 424 

Sales 14984 

Bad Debts Res. (1 Jan., 1919) ... 824 

Dis. A/c, (Bahnce) 18 

bundry Creditors 1C93 


Answer.— Grojx Profil, £4625 ; Net Profit, £1066 10s. ; Capital, 
£9810 lOs. ; Total B/S., £11571 10s. 
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Exercise G9g. {Ro}:;} Socid^ c) Arli, /r-ter.. May, 1921), 

1. How m.-itiy ilavi,(s of ,'iitnuntN •ilniilil ymi cx|Ht.‘l to fjliJ 
in tilt I.tdycr of .1 'Ii.TiUr whosf IkviN Ut’rt }.i pt liy douiili 
tiilrt ' llritlli 1 viil.iiii till" < Inr.K Ii iiitif H o' tin'll t],"!'.', of 
.•itrotint. 2. llricfly ixjilniii tlif ,iti\.iiit.nf;cs it 'I r.Kl'-r •tiiii'fi 
li> optiiiiif; :in niroiiril uitli .0 H.itiltr. 

Ex. 1. On 1st j."n.. lyJl, I) 11(11111 , -11 jMsst" ( (1 till" folloi'’- 
in^i .Tssfts Sti.i 1. to<i2 , P,!"-'! .It Itriiil; 1721; I'elly C.lsli Clo 
7 . 0(1,, OITii < fixlurtt and (iltiiip", 107 10.. • Sundry dililors: 
(' K.Tmlilcr, IH! 1.7s.. 1) I’or'Kins, Il7 2,. Cd. ; L f..ny, L1‘2 
ICs His liabililits u(rt 1'. Piiny (1 an) 1170: SundO 
trtditnrs \\ Paid, 17.1 S, fid ; \V ilaslia, lilt im. I'd.; J 
Jtffrut,, lO') l(,s lOd. , ISiIl p.a>.tble (due- Glli Jnn.. 1021) 1100. 
llalf-jtar's armii-d intertM at G <m I'. Or.aj-'s loan w.as ;ipn 
owin^. Hn 1st Jan . 1921. lie aiimltramattd Ins business with 
that of Paul Nod, ttlio bro;i"lit in, bt v .ly of f'apit.al, StoA 
llOO; and f'asli (paid into Haul) i'lOU, Op> n the necessary 
Udger a/is and fxist the tr.ins.u tions llurtlo throngli the 
subsidiary booKs. Halanrc tht ledper a/cs. .and extrnrt a T.H 
as on 291h Jan , 1921. Jan 1 — Urciv and cashed rhcc(ut' for 
I’lttj Casli 111) Jan. 1 — Pun bated for t’.itli St,iiii|>s 15, and 
I’aciinp 5faleri.i!s tl2 19,. ‘Itl Jan. .’1. — Purchased on tred.t 
from 5\, Paul poods Ut-2 iGs , K’ss 10% trade dis. Jan. 5~ 
Sold on eredit to H Pcrlnns, poods 1145 10s. hd. Jnn. 0 — Paid 
in cash w.ipes and '.'darus 110 14s. Hd. liiit p.ay.able due lid*' 
day was duly met by nankers Jan. H — Paul by cheque linIS 
year's uiterc-st at (i% on loan from K. Omy, due .'list Detf.. 
1920, lets Cs. in the 1 income lax. Rcturntd damaped goods 
to \V. Paul tC lot 4d Jau 10.— Purchased on credit from ]• 
Jeffries goods 1191 I2s Gd. Jan. 11. — .\ccepled Util at three 
months in f.aeoiir of J. Jeffries for the amt. due to him. Jnn. 11. — 
D. Perkins returned damaged poods 42 12s. Jan. 12. — Sold for 
cash goods £20 Ss Gd. and paid into Petty Cash. Paid in rash 
wages and salaries £*11 17s- Cd Jan 15 — Sold on credit to C 
liambler, goods 1.S7 15s., less 10% trade discount, Jan. 1.“. — 
r Rambler paid b\ cliequc evliich was paid into Rank the 
amount of his a/c , less 5% cash dis. Jnn. 20. — Paid by ch.-que 
W. KasUa, the amt. of his a/c., less 5% cash elis. Jan. 2i.- — 
Purchased for cash new Office" Furniture, £5 12s. -Id. Jan. 25. — 
Sold goods for rash £12, and paid into H.ank. Jan. 27. — Orew 
and cashed cheque for Petty Cash 120. Paid salaries and vsMges 
£'12 18s. 9d. ; P.arking JIalcrials 112 2s. -Id., and Railway 
Carriage £'9 4s. 2d. Jan. 29. — Purchased by cheque 1100 
JCatioiml War Loan Bond, for £S-i 17s. Gd., including expenses. 
{ra/a/ Balances, 125,10 3s. lid.). 

Ex. 2. O. Fitzgerald carried on business as a manufacturer 
of rubber heels and sundries. On Isl Jan.. 1919, he agreed to 
admit C. Testout as a junior partner on the following terms : — 
A Goodwill A/c. of I'.IOOO w'as to be opened, and a similar 
amount credited to Fitzgerald’s Cap. A/c. Fitzgerald teas to 
draw 110 per month, and Testout £30 per month. No Interest 
svas to be charged on dr.awings, but 5% Int. was to be allowitd 
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on Capitnl. Tcstout was to pay in X3000 in cash, ns his Capital. 
Tcsiout was to be crctliicd with a salary of X'2o0. Profits were 
: 1t> be shared : as to 2/:Jrds to Fil^gcraJd and I/ord to Testout, 
I he following Trial llalaiice was extracted from the books. 
Prepare a t’uciory \VorUii\g A/c. and a P. iV: L. A/c. for the year 
ended Hist Direr., 1i)U), and a h/^-» taking into consideration the 
following ; — (^r) Tile following depreciations are to be written 
off :— Plant ami Machinery, !0% ; Oflirc Purniturc 5% ; Motor 
I.^jrry 20% • Lwiso 'r<x>ls I'l'x,. f/') Sundry bfxise Tof>ls were 

thadc by the firm's workmen, and AVages io2. and Piirclinscs 
-l^S, are to he transftrrred from these a/*s, to Lcjosc 'I'lxds A/c. 
before, calculating the alxive depreciatim, (c) SUxrk 
((/) The Ueserve for bad dt bls is to be made up to 1*500. 


hr. Balances'- 

O. Fitigeuld, Drawings A/c. ... 

C. Testout, Drawings A/c 

Goodwill 

Partnership Sal.ary % 

, .Phni& M.ichlncry 

Loose Toots 

Sales Returns 

Purchases 

Machinen” Repairs 

Stock (31 bcc.,1918j 

Had Debts ’ 

Carriage Inwards 

C.wrbge Outwards 

Office Salaries 

Office Kxpcnscs 

InvcUcTs’ Salaries & Comm. 

yaetory Power 

hills Receivable 

Factory Wages 


X4WI 

110 

3000 

•J50 

MO 

108 

Doai 

319 

3S7*2 

Ml 

1918 

nM 

im 

ICId 

323 

1891 


Df. Balances continued— 


Kciu & l^tes ifactorv) 

XFrs 

Do. (office) 

Rxl 

l actory hxpenses 

KI 

Insurance (factory) 

dJ8 

Do. (office) 

29 

Cash at Bank 

m 

Sunilry Debtors 


Office Purniturc 

■’(0 

Motor Lorry 

1400 

Cf. Balances— 


O. Fitzgerald, Cap. A/c 

. 0000 

C- Testout. Cap. .A/c 

sooo 

Saks 

27550 

purchase Hetunis 

3t2 

Res. for Bad Delils (31/12/15) .. 

400 

Discount A/c 

81 


4000 

Sundry Creditors 

3208 


Answer.— Crw /’rofit, .eS7-t0; Xet. i-2475; Tcfat of B/S. .i2lG01 
Exercise 69h. {Royal Society of Arts, inter., May, 1922.) 


1. A.B., of Rangoon, sold three b.iles of dry goods (for i’SG. 
i21, and i'18, respectively) which hod been consigned to him by 
C.!)., of Mancliester. His payments in respect of these goods 
were : Dock charges, £3 2s. •Id. ; Cartage, 1'3 -Is. 7d. ; and Insur- 
ance, £8. He was entitled to a coimiiission of 2J per cent on 
■the gross prtrcceds, (live the .'\ccount Sales which would be 
sent b}' A.U. to C.D. 2. What is meant by the term “double- 
entry book-keeping ” ? 

Ex. 1. S. Webber, Wholesale Draper, finds his [xjsition on 1st 
Jan., 1922, was as follows: I'rade Debtors: R. Green, £'782 
10s., U. Black, .i'2;i2 8-s. Trade Creditors: V. Brown, ,tGS-l 3s., 
W. Wliite, £-984 8s. Bill Receivable: K. Grev (due Jan. -Ith, 
1922), elGO; Cash at Bank. .t942; Office Cash, .tol las.; Stock, 
£T0G4 ISs. ; fixtures and fittings, £'200 ; Motor V.ans, £'1200. 
Open Hedger A/cs. to record the above, and post the following 
through the proper books : — Jan. 2. Sold on credit to R. Pink, 
3 doz. ladies' umbrellas @ 9/9 each, less 10% trade dis. Jan 3. 
Drew and cashed chcqne~£‘50 for office, and paid in cash Wages, 
£17 2s. Gd,; Oflicc Salaries, i'12; Packing Materials, £10 S.s. 5d, 
Jan. 4. — Bill Roceiv.-ible due this day was paid to Bank. J,an. 5,~ 
Purchased on credit from W. %Yhite, 2 doz. costumes, at 49s. 7d. 
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each. Jan. 7 — Sold for ca.";!! job lots : 122 yds. Jap. silk fa 3/1 
per yd,, IG handbags (a 7/G each. Jan. 10. — I'aid in cash 
Wages i'lS Is. Gd. ; Office Salaries i;12; Kaihva}' carriage i;12 
14s. 2d. Jan. 12. — I’aid by cheque to V. Urown, i,'450 on *./c. 
Jan. 14. — H. Illack paid by cheque the amount due from him, 
less o% cash dis. Jan. 17. — Drew and cashed cheque JcSO for 
Office, and paid in cash Wages X'lG 10s., and Office Salaries i:12. 
Jan. IS. — Purchased for cash job lines : — 300 yds. coating serge 
fij 2/5 per yd. ; 7G pairs silk stockings @ 4/S per pair, Jan. 19. — 
Purchased by cheque new show case X’56. Jan. 21. — Paid by 
cheque W. White £2i3 18s., less 5% cash dis. Jan. 24. — Sold 
on credit to R. Green, G sets of furs gs 10 guineas per set. Jan. 
2G. — R. Green sent cheque for £300 on a/c. Jan. 2S. — ^R. CIreen 
returned one set of furs, invoiced on the 24th inst., as damaged. 
[Total Balances, i4103 G 8). 

Ex. 2. The Windj ridge Horticultural Co., Ltd., was registered 
with a nominal capital of 30000 shares of XT each, of which 
12500 shares had been issued and fully called up. Prom the 
follovving Trial lialance on 31st Deer., 1921, prepare Trading, 
and P. & L. A A's. for the year ended 31st Deer., 1921. and a ll/S. 
[a) Office salaries (£32) had accrued due as on 31st Deer., 1921, 
but had not been passed through the books. (d) Insurance 
(warehouse) £12 had been paid in advance, (c) Interest for the 
half-year to 31st Deer., 1921, on the Mortgage, had accrued due, 
but had not been passed through the books (ignore Income 
Tax). (<fj Depreciation to be provided: Motor Lorry, 15%; 
Loose Tools, 25% ; Office Furniture, 5%. (c) The Reserve for 

Bad Debts to be increased to X4C0. (/) Stock valued at X4062. 


Dr, Bal&nces — 

Gocdwill £5fKK) 

l^aseboHWarelioase^. Offices 5517 

Loose Tools 700 

Workmen’s Wages 25^ 

Kent d. Rates (warehouse, £750 ; 

offices, £120) 870 

Purchase 90J2 

Stock (31/12/20) 3561 

Sales Returns 33 

Carriage Inwards 1557 

Carriage Outwards 93 

Insurance (warehouse, £92; 

offices, £36) 118 

Office SaUries 697 

Directors* Fees 450 

Motor Lorr> 1200 

Office Furniture S30 

Interest A/c. A Bank Charges.., JS> 


Dr. Balances continued — 

Calls in Arrear £250 

Sundr)' Debtors 3712 

Heating d Lighting (\\*arehouse, 

£72 , offices, .^5) 107 

Advertising 975 

Cash in hand 107 

P. d L. A/c, Bal. (SI/12/M) 119S 

Cr. Balances — 

Share Capital A/c 12500 

Sales 17894 

Receipts for constructins: gdns. 19© 

Purchases Returns 94 

Discount A/c 37 

Loan on Mortg.»ge at 10%. — .... 2000 

Sandr> Creditors 2530 

Bank Overdraft 462 

Res. for Bad Debts (31/12^20) ... 300 


Answer.— Gross Prop, £6856 ; Net Prop, £-3753 ; Total cl 
BIS., £19919. 



PETTY CASH BOOK. {See page 67.) 
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Balance b/d. 


















ACCOUNT CURRENT. (See par. 503). 

Messrs Owen & Dew, Now Orleans. 

In Acconnl wUh CHus. NIgq & Co.| Ltd.i London, 
p. Interest @ 5 % per ann. to 30th June, 1917. 
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MERCANTILE TERMS, &c. 


The numbers of the joDosuing paragraphs have NOT been altered , 
so as to correspond -utth those in the twenty-ninth complete 
edition. 


502, ACCOUNTANT. A person skilled in keeping and balanc- 
ing books, and who is usually employed by merchants, public 
companies, £rc , to prepare a/cs. and balance sheets, or to audit 
their books and a/cs. .\n audit is a thorough examination by an 
auditor oi all books, a/cs , \-ouchers, securities, I'cc., with the 
three fold object of detecting (!) fraud, (2) technical errors, (3) 
errors of principle. Audits generally take place periodically, 
and are usually, though by no means unitersallj', conducted by 
professional auditors. 

603. An ACCOUNT CURRENT (A/C.) sometimes called a rim- 
ing a/c., IS a detailed Dr. and Cr. statement, copied from the 
Ledger, containing an a/c. of the transactions which have taken 
place between you and .any person during a certain time. An 
a/c. is usually rendered either quarterly, half-yearly, or j'carly, 
and is generally made out with the interest charged or allowed 
upon each item. Sometimes red ink interest has to be stated in 
an A/c. Interest in red is that upon current B/E., reckoned 
from the time the interest is made out to the time the bills become 
due. In the example given on the preceding page you will 
notice that the acceptance of 4th June has 35 dtiys to run from 
30th June to 4th August. The amount ill 4 - must be entered in 
red ink on the Dr. side, but must not be included in the total of 
that column. The i.1 4 - must be credited to Owen i*!: Dow, as 
they are dcpriicd of ilie use of the £^a0 for .35 d.ays beyond the 
time of making up the A/c. iVn account stated is one showing a 
balance which has been agreed upon by the parties. It differs 
from an open a/c. in that the burden of proof is throam upon 
the party who seeks to question it. 

508. ADVICE. -A. written communication giving information 
that some special transaction has been or is to be effected ; par- 
ticularly used with reference to advising the drawing and 
honouring of bills, and the shipment of goods. 

511. An AGENT (Agt.) is one who is empowered to represent 
a principal, or one who buys or sells, or is entrusted with the 
business of another. Contracts and arrangements made by an 
agent are binding upon his principal or employer, provided they 
are made in the usual course of business, and are understood to 
be on behalf of his principal. Every Manager, Clerk, Traveller, 
Workman, or other employee of a trader is an agent within cer- 
tain limits, for carrying on the business. A Broker is an inter- 
mediate agent employed by merchants to buy and sell any' com- 
modity for them. The fee charged by brokers for transacting 
business for their principals is called brokerage. Stockbrokers 
call it commission. A Factor is an agent dealing in his own 
name, entrusted with the possession, management and disposal 
of property belonging to another. The general duty of a factor 
is to procure the best intelligence of the state of trade at his 
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residence ; of the course of exchange ; of the quantity and quality 
of the goods at market ; their present price, and the probability 
of a rise or fall; to pay exact obedience to the orders of his 
employers; to consult their advantages in matters referred to his 
discretion ; to execute their business with all the dispatch that 
circumstances will admit; to be early in his intelligence, dis- 
tinct in his a/cs., and punctual in his correspondence. The 
differences between a Factor and a Broker are as follows: — A 
Factor (1) deals in his own name, (2) is always personally liable 
on his contracts unless he contracts specially as agent, (3) has 
possession of goods as well as being entrusted with their disposal. 
A Broker (1) deals in the name of a principal, (2) is ne\er per- 
sonally liable unless he contracts as principal, (3) is entrusted 
with disposal of goods but not possession. Del Credere is a term 
used in trade in reference to an agreement between an agent and 
his principal, whereby the former, in consideration of an addi- 
tional amount being paid to him, besides his usual commission, 
undertakes to guarantee the payment of goods sold through his 
agency, and becomes thereby liable to his principal for the 
amount, in case of the insolvency of the purchaser. Such extra 
commission to the agent is called “ del credere ’’ Per procura- 
tion (per pro.) By procuration : an agency. The power given 
either by Letter or Power of .\ttorney to an agent or clerk to 
sign cheques, bills of exchange and other documents, on behalf 
of a principal, or firm, thus : — p. pro , Middleton & Sons, 

Arthur Fieldhouse. 


The effect of such a signature is that it operates as notice of a 
limited aulhoritv in the agent, and the principal is only bound 
if the agent was acting within his authority ; hence, if an oner 
to accept, or draw, or endorse a B/E. be made by an agent, the 
holder may and should require the production of his authority , 
and if not produced, may treat the bill as dishonoured. 

517. ARRANGEMENT, Deed of. An instrument embodying 
an agreement between a debtor and the general body ° 
creditors for the purpose of modifying the Debtor s obliga i n 
without resorting to bankruptcy proceedings. An arrangement 
of this nature is only binding on those creditors who exprs y 
assent to it. Such a Deed is void unless registered and stampea. 


619. ASSETS are the whole of the funds, money, goods, and 
Other property of every description belonging to , 

company, which may be made liable for debts. , 

debts owing to you by others. Assets are the debit a a 
the real and personal a/cs. in the Ledger. If asling s . 
those which decrease in x'alue, either by wear or te , y 
progress of invention, or by the effluxion of time. 

520. ASSIGNMENT. An absolute transfer by deed of wme 

right, interest, property or goods to another, * . A f ' 

A trader (the assignor) will sometimes execute an hi- 

the benefit of his creditors, so as to enable 
estate, and out of the proceeds to declare a diM P 
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amount of their respective debts. The assignor should be care- 
ful to provide what shall be done with a surplus should the estate 
be so fortunately managed as to result in a surplus after paying 
20/- in the Unless he provides that the surplus shall be 
handed to him or his family, a recent decision in the House of 
Lords (Smith v. Cooke) shows that it will belong to the creditors 
although it might lead to their actually receiving 40/- in the £. 

523. BANKER’S DRAFTS are Bills of Exchange drawn by 
one banker upon another, requesting the payment of a sum of 
money to the order of the person named, generally on demand. 
The second banker is generally the London Agent of the country 
banker. For persons having no banking a/c., who may have to 
make either an inland or a foreign remittance of more than i20, 
a Banker’s Draft is the most convenient mode and may be had 
free of charge if drawn payable at 7 or 10 days. The amount 
must be paid over the counter, together with the banker’s com- 
mission if the draft is on demand. If you had a banking a/c. 
and ordered a draft, the banker would debit your a/c. with the 
amount and commission. Such drafts do not need to be accepted 
like term bills, because the drawee pay.s you immediately the 
bill is presented. If you were going abroad and wished to avoid 
carrying a large amount of cash, you could lodge your money 
in the bank and take a Draft on your banker’s foreign Agent, who 
would give you cash for the Draft on arrival at your destination, 
no charge being made for such a foreign draft. 

Some business men remit their creditors drafts in preference 
to cheques. .A slip is filled up giving all the particulars of the 
Drafts required, and then handed to the banker. He draws and 
signs the Drafts, which you remit in due course. The chief 
advantage of these Drafts is that the London agent of the country 
banker is informed of the amounts of the Drafts, thus rendering 
anv attempt at fraud or forgery impossible. 

327. BILLS OF EXCHANGE. Drawer’s Liability. The 
drawer of a Bill, by drawing it, engages that on due present- 
ment it shall be accepted and paid, that if it be dishonoured he 
will compensate the holder or any endorser who is compelled to 
pay it, provided that the requisite proceedings on dishonour be 
duly taken. By drawing a bill, the drawer gives an implied 
undertaking that upon presentment to the Drawee it shall be 
accepted. 

To endorse a Bill is to write one’s name across the back cf a 
bill, thereby engaging to compensate the holder or a subsequent 
endorser should it be dishonoured by the acceptor. By endots. 
ing a bill, an endorser takes upon himself the responsibility of 
a new drawer. Endorsements are divided into two classes, 
“blank” or “ general” and “special.” A blank endorsement 
is one where the endorser (in order to transfer his interest in the 
bill) simply writes his name on the back of the bill without 
specifying the endorsee. An endorsement is special when the 
endorser transfers hi.s interest in the bill to some special endorsee, 
say John Smith, as follows ; — 

“ Pay John Smith, or order.” 

“ Pupil Bros.” 
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Tho effect b£ this special endorsement is that the instrument is 
only payable to the order of John Smith, who must further 
endorse if on negotiation. An Agent, or any other person who 
endorses and does not want to Irecome personally liable, should 
add to his name the words sans reconrs, or without recourse to 
mo, by which means he will avoid the contingent liability to 
which he would otherwise be subject, if the acceptor failed to 
honour the bill. In addition to the endorsements consequent 
upon the ordinary negotiation of a bill, it sometimes happens 
that the acceptance by a certain person of a bill is not considered 
sufficient. That person may not be regarded as reliable for pay- 
ment of the amount, and the drawer insists on someone endors- 
ing or backing the bill whicli leads to a friend of the acceptor 
endorsing it, and thereby making himself liable for the amount 
in case of dishonour. Endorsers of a bill must therefore be 
always informed of dishonour, as all of them are, collectively and 
individually, liable for the amount. When the back of the bill is 
filled with endorsements, further signatures may be written on 
an allonge, which is a slip of paper of similar size and shape to 
a bill, pasted on the end thereof. The allonge must be attached 
to the bill before it is endorsed, otherwise it might become affixed 
to the wrong bill. The first endorser on the allonge should so 
write his name that it appears partly on the bill and partly on 
the allonge, in order that the allonge may not be detached and 
attached to another bill of higher amount. 

In, negotiating a bill, although endorsement is generally 
required for the security of the transferee, it is not always 
absolutely necessary. For instance, a bill or note payable to 
.bearer is negotiated by delivery, as well as a bill or note pay- 
able to a person named, after he has endorsed it in blank, which 
endorsement in.akes it payable to bearer, and therefore also 
negotiable by mere delivery or transfer of possession. The 
person delivering the bill is called the transferor, and the person 
receiving it the transferee. Unlike an endorser a mere 
feror does not, of course, incur any liability on the bill. A bill 
drawn in favour of “ Tom Sykes only," would prohibit its 
transfer, and tvould therefore be not negotiable, that is, its value 
could not he transferred to another by delivery. 
remarks apply to a bill with a restrictive endorsement as / ay 
John Smith only. Pupil Bros." 

Case of Need. The drawer of a bill being unable to know tor 
certain whether the drawee will accept or, having accepted, will 
pay, may insert the name of a person to whom the holder may, if 
■ lie pleases, resort in case of non-acceptance or non-payment. 
This person is called a "referee in ease of need.’ In other 
words “ a case of need ” is a statement occasionally put upon a 
bill of exchange by the drawer or one of the endorsers, iianimg 
a iiersoii who will guarantee its payment, and to whom the 
may have recourse in case of dishonour. Fhe following is 
usual form.:— ' 

‘‘In case of need apply to JOHN SMIIH, _ 

622 Moorgate Street, E.b., 

l>upil Bros,” 
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The purport of this is, that if the bill is not paid at maturity 
John Smith (who hnows your firm to have a reputation for 
integrity and financial honour) will pay it for your honour. 
Pupil Bros, would, of course, communicate with John Smith and 
ask him (if necessary) to protect their signature by accepting the 
draft, so that they might be saved the discredit of it being said 
that a draft of theirs had been dishonoured. 

Lizbility and Security. The acceptor of a bill is the ^rson 
who is to be liable to the drawer, so long as it remains in the 
drawer’s hands, and he (the acceptor), is always the person 
■primarily liable to the holder ; and when the drawer delivers 
the bill to the pajee, or bearer, or by endorsement transfers the 
bill to another, the drawer in his turn becomes liable as well as 
the acceptor, to the holder of the bill, and so does every subse- 
quent endorser, the security thus increasing with each endorse- 
ment. 

Accommodation Bills (sometimes called “kites” or “wind- 
mills”) are bills drawn, accepted, or endorsed, though no con- 
sideration or \alue has been given for them. Such biDs are 
usually made by two or more persons with a view to their being 
discounted for the temporary convenience of and accommodating 
one or more of the parties concerned, each of them agreeing to 
provide the acceptor, at, or previous to its due date, with funds 
to meet the bill. 

A long bill is one having a long term to run, as 6 or 9 months 
after date or after sight; while a short bill is one payable on 
demand, at sight, or having less than 10 days to run ; also those 
bills received by bankers for collection and which have nearly 
matured. Short exchange is the rate for cheques or drafts^ at 
sight, or p.syable within a day or two. There being no question 
of interest involved, the variations of the short e.vchanges above 
or below the mint Par is the measure of the monetary balance of 
trade, including therein the movement of floating capital. 

Bole or sola means only one bill as opposed to a “ set ” ; First 
denotes the first of a set ; a Copy is a facsimile or duplicate; 
and Via means any one of a “ set of bills.” 

The holder is the person in actual or constructive possession oi 
the bill, and entitled at law to recover its contents from the 
parties to it. If the holder takes a composition from the acceptor 
or maker, the other parties are discharged. Part payment, of 
course, has no such effect. 

532. BOND, A bond is a document under seal by which a 
person binds himself to pay a sum of money at a given time, or 
under special co.nditions. The person giving the bond is called 
tlie ahligor, and he to whom it is given the obligee. Bonds 
are often given by Governments and Corporations as securities 
(or loan', .'\ccording to their character they arc named respec- 
tively: Bonds to Bearer; Currency Bonds; Exchequer Bonds; 
Gold or Stcrlinc Bonds; I-otier\ Bonds; Registered Bonds. 

533. BONDED GOODS. Merchandise liable to duty, cicpositerl 
if Gortrnir.ent or Bended Warehouses (known in Fr.atice as k-n- 
trejsSts) until the duty ujion thrm is paid. While the duty 
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remains unpaid the goods are said to bo “In Bond,” a bond 
having been signed on behalf of the owners, that the duty will 
he paid when the goods are removed for consumption. 

GSS, BOOK DEBTS are the unpaid a/cs. or debts receivable 
standing in a merchant’s books, that is, the amount owing to you 
by your customers, or debtors; the Dr. Balances of personal a/cs. 

, 557. COPYRIGHT is the sole legal right to print or publish 
•anything which belongs to the author or his assigns. Copyright 
commences from the date of first publication, and the author is 
deemed to be the first owner of the copyright therein. The 
dtiration of copyright is the life of the ‘author and 50 years 
after his death. A copy of every book should be sent to the 
British JIuseiim within one month of publication. The only 
safe way to regard money expended upon the purchase of a 
copyright is to treat it as the purchase money of a terminal 
annuity of very short duration. 

562. A CREDIT NOTE (C/N.) which is a statement (in red 
ink), sent to a person showing the particulars of an amount in 
respect of which you are crediting him, is generally used when 
goods are returned, an abatement is being made, or an over- 
charge rectified. 


CREDIT NOTE. 625 Cheapside, 

LONDON, 22nd June, 1919. 

Messrs. Owen Dew, Leeds. 

Cr. in A/c. with Charles Mce & Co., Ltd. 


By return of Goods invoiced 19th 
June ...£ 

I 

9 

- - .... 

' 



664. A DEBIT NOTE (D/N.) which is a statement, in the 
form of an invoice, sent to a debtor, showing tlie particulars of 
an amount in respect of whicli you are debiting him, is used 
when you discover that he has been undercharged for certain 
goods, or in the event of an invoice being undercast. 

DEBIT NOTE. 625 Cheapside, 

LONDON, 30th June, 1919. 

Messrs. Owen &■ Dew, Leeds. 

Dr. to Charles Mee & Co., Ltd. 


To Undercasting of Invoice dated ' 

25th June ...£ 1 
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565. DEBTOR and CREDITOR. A Debt is that which is due 
from one person to another, whether mone 3 ', goods, or services 
and whether pa\-able at present or at a future time; that which 
one person is bound to pay or perform for another. When a 
debt becomes due, it is the duty of the debtor to pay it without 
waiting for any demand. It is in general the duty of the debtor 
to seek out his creditor for the purpose of paying him. A 
creditor is not bound to give change to his debtor, whose duty 
It IS to tender the exact amount of his debt in legal currency 
(see Legal Tender). The ordinary mode of enforcing a debt, 
not exceeding £50, is by commencing an action in the County 
Court; for a larger sum proceedings must be commenced in the 
High Court, but either party may have the action remitted to 
the Couny Court if the amount does not e.xceed £100. Crown 
Debts are those due to the Government or Crown in respect of 
Ta-xes, I'ic. The Crown claims priority for its debts over all 
other creditors, and to recover them by summary process. A 
Judgment Debtor is one to whom directions have been given by 
a Judgment of the Court to pay a sum of money to another per- 
son, known as the Judgment Creditor. The Debtors’ Act, 1£69, 
abolishes imprisonment for debt except in case of default of pay- 
ment of penalties, default by trustees or solicitors, and certain 
other cases ; and prov ides for committal of debtors in default of 
payment of judgment debts which the debtor can bv' wtU not 
pav, and in certain other cases. It also provides for the punish- 
ment of fraudulent debtors. 

667. DEMURRAGE, A charge of so much per day made by 
the owners of vessels for their detention beyond a specified time. 
Legal holidays and Sundays are not charged for. The term is 
also used for a charge made by railway companies for detaining 
their horse boxes, waggons, trucks, &x., beyond a given time. 
Keelage refers to the dues or fees paid by a vessel on her enter- 
ing and resting in certain ports and harbours in the Kingdom. 

570. DIVIDEND (Div.) (1) A share of the profits of a Public 
Company ; the interest p.ayable on any portion of the national 
debt or other stock. Er-Otviden'd" is a stock exchange 
phrase to signify that the price at which a given security' is 
quoted is exehux-je of dividend. Unless so specified the security 
111 question is “ eirm-dit'idend,” meaning that the interest 
accrued since the previous distribution is covered by the pur- 
chase money, A dividend warrant is an order for payment, in 
the form of a cheque p.ayable on demand, and therefore transfer- 
able by endorsement. An interest warrant is on order for the 
p.ayment of a periodica! dividend, and is generally sent by po-.t 
to the holder= of registered and other public stocks, as the 
interest becomes due. Coupons are certificates of interest or 
dividends bearing different dates att.achcd to the foot to tr.ansfer- 
able bonds and debentures. The word “ coupon ” means a 
cutting, and as the dividends fall due the cerfificales are cut oH 
.and paid into the bank for collection just like a cheque. (2) The 
share paid to the creditors out of the funds realised from the 
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573. ENDOnSEC. n«hn riqtiiris t!k riR'it <(in 
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tnuerser n ore wtin ti'dnrv.., i lull or • tin r in no'iiihk iii'-trii 
mnt, .ind till r< 111 tnii’-hr^ hi- intiri-t or iliim therein In 
Mfitinj; his n I'ln it the Iml i| -uili insinmunt 

57^. ERROHS EXCEPTED, <r I rrors and Oim— ions 
t.xfijitld (E.E. .tnd E. a O.E.) f.tii<riii\ ttritun .it th< foe t o’ 
tiuniiis, Matinnnt . and a rs , in ordi r to nsirvi Iht rigid of 
m.iVing ro tifn .itioiis at ui\ fi.inro dm, 

577. \ FIRM OFFER .-r REFUSAL i- .,m % hn< g..xis .ire 

ofl, red to .1 iiKr.tnnt n .> ,<rtiin |i'ni nitliin .i gum period, 
and niiul t, Ins ntlnr rifn-id lluiii oi the ji- iimi has expired, 
ih \ are’ lint offeud to .innne else 

S7fi. A FOLIO (Fol.) i- m <p<niiig in i hixA f,r ino pigts 
f.n tng full itlur, h 111 pages hieing tin s iinc miinlier Hit- 
word, lunentr, is f ‘li n einploeid eehm sp al ing of .i sep.ar.it' 
pagi , pa'intihrle whm xintanitnp ,i dibit and credit side 
579. FORGERY is th fraiidnlml inaKiiig or .alter.ilion of a 
eeritlng or si \t to ihi pr, jndiu if .nn iher man'- right or of i 
'tamp to tin prijnilm if the nenuu 
581. FREIGHT. Iht .am iinl paid for tin hire' of .a ship o' 

.t elmige for earrvini; <r tr in-p rtnig goods or iintle he w de'r 
The largo of a ship /'ert f i- ilu eompensation pud be 
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50?. INSOLVENT denote, the st.ite' of being unable to s.disfy 
the eehole of emir creditors in full Inability to p.iy twenty 
shillings in the X Solvent means the opposite A Composition 
IS a payment of so mneh in the X he an iiisoleent debtor n 
settlement of his debts, in lieu of the whole amount owing. 
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fiS6. An INYOICE (Iny.) is a slatement setting forth full par- 
ticulars as to the quantity, quality, and price of goods sold or 
consigned to a purchaser or factor; the contents and marks of 
each parcel, and the charges (if any) upon them. Whether you 
purchase or sell goods, it is customary and advantageous for an 
Invoice to pass between the parties, simultaneously with the 
transmission of the goods. The advantages of an invoice are 
that on arrival of goods you can compare them with the par- 
ticulars contained in the invoice; and should any discrepancy 
be discovered it can be speedily rectified by communicating the 
facts to the seller of the goods. A Pro Forma invoice is an 
imaginary one made out tor torm’s sake, in order to ascertain 
what the charges are likely to be; and also for the use of the 
Customs authorities when goods are being consigned to some 
places abroad. Some merchants, when receiving orders to buy 
certain goods somewhat outside their general line of business, 
ask for a t:ro forma invoice of the items they are about to pur- 
chase, in order to ascertain the current market price of the 
goods, the manner and cost of packing, the discount, terms Oi 
payment, and the approximate cost the order would amount to. 


Telegrams : “ Cloth, Huddersfield." 907 New Street, 
Telephone No. ICO. Huddersfield. 

23/7; November, 3918. 


Thomas Sykes, Esq., Park Lana, Leads. 

Bought of SILATERWOOD & Co., 

Woollen and Worsted Manufacturers. 


Terms : One clear month’s credit. Dis. 2^%. 


Stock 






No. 

Yards. 



£ 

s* 

2834 

51 as 50 

Black Serge @ 

1/11 

4 

15 

2936 

44 ,. 43 

,, Vicuna 

2/2 

i 

IS 

3004 

46 „ 45 

Blue Beaver 

2/6 

5 

12 

4616 

59 „ 58 

Light Fancy Tweed 

2/8 

7 

14 

1718 

634., 624 

Coarse Cheviot 

31- 

9 

7 

5108 

49 48 

Black Worsted 

3/1 

7 

S 

7346 

52 51 

Woollen Cord 

3/4 

8 

10 

5110 

29 ., 284 

Grey Overcoating 

3/6 

4 

19 

5111 

37 „ 36 

Oxford 

3/7 

6 

9 




£ 

59 

lO 





— - 




Discount 

24% 

1 

9 



Received by cheque £58 -8, 






1st Jaii.,1919,SUverv;ood & Co. 

£ 

58 












. 601. XjERSE. a Jl'A’Uinf-ii! !!etti))|; forth the conditions of .n 

cojtlr.n t for letting Iniuis or Imiidings for a life, a term of years, 
or. nt will, usually in ror.sidernlion of an .annual rent. The party 
svho grants the lease is calle<! the “lessor,” and the party to 
wIjcKn the presniscs nte Ic.ascd, tlii> “ le.ssee.” In a/c.s. of Ic.ase- 
hold projHsrty sndi an iiincnmt shntild he written off each year, in 
resjx'ct of the (liinini'diini; ealuo. that the entire value will be 
exhatisted at the expiration of the lease. An easy method of 
calcitlaling the price iltal should be paid in order to receive a 
return of c.apital by the time of the expiration of the lease, and 
a fixed rate of interest njxrn Mich c.apit.al is .as follows : — Divide 
the prOi>o»;d putchavo money (say i7“0) by the nnnibcr of the 
years to run before the lease expires (say GO), this may be taben 
to represent annua! rcp.ayment of canit.al (say £I2|- HcdiictinR 
thin .atnounv from llift net .anmi.al reiit.al (say i'.V)) leaves a balance 


of which is equal to nearly G"i on the imrchase money. 

003. A LETTEn OF CREDIT (L.C.) is a communication 
addressed by l>anl;ers or mershairts to their corrc.spondenl or 
agent, either at borne or nbr'.i.\d. requesting him, upon the 
credit of the writers, to advance the Ixarcr a specific or an 
nnliniilcd sum of jnoney, and debit the .•mionnt (laid to R'cir 
a/c. The chief tiiffercnces b> tween a I., and a 11/1-. arc that 
the former is not an itrdrr, but a rfquri! of iiaymem; that a 
l./C. necd.s no acstep'unrc ; is not m-(.;otinb!c ; and cannot bo 
protested for nrin.pavment. 

COJ. LUBIUTIES denote the whole amount of the debts 
owing by a person or company, ami aWi any contingencies that 
might I'robably arise from fmiitui.xl obligations. Li.abihttcs are 
the credit bal.anccs of the real and personal a/cs. in the hedger. 

Conllngent li.abililies arc those depetnient on an uncertain 
issue, of doublfnl occurrence, which may ot may not "■''PP®"' 
For instance a bill receivable which you have ncgoli.atcd cron 
a contingent liabilily, inasmuch as yon nay !« c-aljcd upon i. 
die owner to pay the contents in the event of the bill ' 

honQured bv the .acceptor. Again, should you become a - ) 

or iKind on Wi.alf of a principal, by guaranteeing the , 

of a sum of moiicv, or indemnifying an employer ^ J , . 
any losses cccasioiied bv an cinployee. you would in - , 

the iirindpal failing to fulfil his oblig.ation, become I . 
the; amount specified. Ranbriiplcy is sometimes c.aused hy suen 
Uahiliiies Tsecoming immediate. ....i.n, 

, 613. MONEY. Yallio may be deftited as the 
big pjwer of a commodity, while /Vice ',®. \‘i,„ ^mou^t of 

in relation to money. Thu value of .a evchaneed : or 

oilier commodities for which that thing c.an be. . • S jj 

the worth of that thing measured in the ^ a com 

Oung. Prico is Iht; t^onsiilcration which is . services, 

traci^n exchange for the supply of “"’"J ‘ ,ro xirt^ 
Thus,,. a Sale is defined to be the f^^^ 

thing for a price. Tliercfore ^ one of barter and no! 

goods there is no price, and the contract is 
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of Sale. Money is a measure of value and a medium of exchange ; 
or that substance, of whatever nature it may be, which is, by 
common consent, and for the convenience of the community, 
employed to represent goods in effecting their sale. In civilized 
tountries, gold, silver, and bronze coins of a certain weight and 
fineness are used as money, on account of the scarcity of these 
metals, their portability, durability, uniformity and easy divis- 
ibility. Currency is a term applied to the legal medium of 
exchange of a nation, such as the current coins and notes 
authorised as legal tender. The circulating medium or currency 
may be of two kinds : (1) Metallic or Specie. (2) Paper. Jlelallic 
currency consists of coins, which are pieces of metal of certain 
weights and fineness bearing a legal stamp. Bullion is gold and 
silver of varying fineness or purity in the form of bars, dust, 
groups, and coins. Coined money is of two sorts, which are 
called respectively standard money and token money, the latter 
consisting of coins which arc not intrinsically worth the amount 
named upon them ; r.jf., the silver and bronze coins. Standard 
money is that in which the fine metal used is the standard metal 
of the country and is generally known as the standard of value, 
which has been defined as that com or basis upon which the 
currency of any country is measured and regulated. England 
is a “ gold standard ” country ; Mexico and China are “ .silver 
standard” countries; while Prance has nominally a double or 
bi-metallic standard, but practically she has a gold standard, 
only gold being coined. Sterling is the name given to standard 
English money or coin. Paper-currency or circulation consists 
of Bank Motes and similar documents which not only represent 
money, but which are made legal tender by the Government as 
being worth in coin the amount named upon them. The effici- 
ency of paper money as a substitute for coins depends on whether 
the owner can obtain the equivalent in coin whenever he wishes 
it, AVhen paper money can be exchanged for coin to its face 
value on demand at the Government Bank it is called Co«- 
verlible; for instance our Bank of England notes are convertible, 
as they are exchangeable at the Bank into sovereigns on demand 
to the full amount of their face value. "Inconvertible” paper 
currency is that which cannot be exchanged for coins on 
demand, but must be accepted as representing its face value. 
Such a currency is only legal tender for any amount in trans- 
actions between the inhabitants of the particular country .odopt- 
ing it. In questions of e.\'change with a foreign country incon 
vertible paper money is always at a discount, that is, it circulates 
at a varying rate below the value of the coin which it professes 
to represent. Such a discount is known as agio or premium 
which may be defined as the difference of value existing between 
real and nomin.al money as shown by the Continental rates of 
exchange ; or the difference of value between specie and paper 
money in those countries, where notes are not exchangeable for 
gold. Thus it is said, for instance, that gold Is at a fremium oi 
6% on fafer, or that there is an agio of 5% on gold, which 
means that 105 units in paper money are given for 100 units in 



g'-'W. Legal Tender nwans ihe rurrvnt c>aiii or iiiediiim nf j>av- 
meat tt\at may lawfally cffercil in priyment of a liebl. 'I'hcy 
nri: : — Cmb! of ttse full weiglu to any amount, Silver up to 10/-, 
Urortre up to ]/.. niid lianV of Kngland Notes uj) lo any amount 
in Kngland ami Wales, but no one can l>e couipfUed to give 
i-liange for sm h mites except the Itnnt; ttself. A temler mn>t be 
absolute ami uncomJitiou.al. niul the money must lx* actually pro- 
duce!! at the time of the tender. The word Bi-mctallism is used 
to describe the employment of two mtlals. to form at the same 
time, in ccmtliination' with caeh other, the standard of v;due. 
A bi-mefallic system of entrenev lo Ik’ completely effective must, 
in the view of thoo’ who advixate it, include two esscnti.als : (al 
An oiKlii mint ready to coin any <|unntity of cither gold or silver, 
which may la; brought to it. (b) The riplu ou the part of a 
debtor to discharge his liabilities, at his option, in either of the 
two metals, at a ratio fixed by law. The term Moiio-mttallism is 
applied to designate a monetary system in which the standard 
cf value consists of one metal, whether silver or gold. Moneys of 
Accounl .nre the dciiomiu.aiions or ijivisions of money in which 
nccoimls arc licpi. 1 hey m.iy or may not lorresiKind with roins 
in citclilatioii, r.g.. the moneys of a/f. of r.nglaml arc f -S. d.. 
while in the case of Frnnee thev are francs and cents. The 
Latin Union is the monetary union organised between I'rance, 
IJdgitim, (IrcTS-c, Il.ily, and Switecrl.and. in .'ll! of which coun- 
tries the .amount in francs, >'c-c., are convened as '.-£1. 

C17. A NEGOTIABLE doeiiitienl or instrument of credit is 
one wliich, in its transfer from one |x;rson to .another, ccmvey.s 
to and vests in the. holder a leg.al right to the money or property 
which llie doviiineiit is issued for, or which it represents. Negci- 
li.ability docs not .attach itself to every instriiincnl, but only lo 
those which have obtained it either by mercantile custom or 
-Statute: 11/K., VI'S,, ('heipies, Kxchetpicr IJillB, East India 
Bonds, Circular Notes, Dividend Warr.aius, and certain Scrip 
.and Bonds .are negotiable. The term '* Not negotiable " has no 
statutory significatirm whatever on any deaumenl except as part 
of the crossing of a cheque. 

618. PAK. Ecpinl value. Steaks and shares are said to be ut 
par when their rcspisTtivc market an<l nominal or face values are 
the same. When the price of sicxiks or shares is higher than the 
face value they .arc said to Ice above par (or .at a premium), and 
when the price quoted is io-ver than the face v.a’.uo they are said 
lo I>e bclovt par (or at a discount). A nominal share of £1 fully 
paid, if quoted at J premium would he Sas. per share; or a 
nominal share of £1, with 10/. paid up quoted at a i premium, 
would be 15s., .ClOO nominal stock, if quoted at 101, would be al 
a premium of 1. 

620. PATENT is the name of a grant by the government of a 
country of aj privilege enabling the patentee or his licensees to 
make, use, e.xercise .and vend the invention, and to restrain any 
unauthorised jxirson from using or imitating it. The duration 
of a patent when granted is 10 years, but every patent ceases on 
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failure of the patentee to make the prescribed payments or annual 
instalments, unless he can show that the default arose through 
an accident or mistake. Depreciation should be charged periodi- 
cally, having due regard to the date of the expiration of the 
Patent. 

625. PREMIUM. (1) An annual payment for Insurance 
against loss by fire, &c , or to assure a certain amount of money 
being paid on a person attaining a given age, or at death. (2) 
The excess in quotation over the nominal paid-up amount of any 
security. (.3) A pajment to any employer on a pupil becoming 
articled or apprenticed. 

626. A PRICE CURRENT (P.C.) is a list showing the market 
price of commodities. These lists are published in the daily 
newspapers and also in the various trade journals. Many mer- 
chants issue a Price Current to their customers either bi-weekly, 
weekly, fortnightly, or monthly, showing the articles dealt in, 
and the current market price of each. Some firms keep blank 
forms of prices current, the names of the staple articles of their 
place being printed, the columns for prices being left blank. A 
Price List merely shows the defmtle price of articles offered for 
sale. These lists are chiefly issued by retail drapers, grocers, 
&-c., in the form of newspaper advertisements and handbills. 

628. PRINCIPAL. A resjxmsible person for whom an agent 
buys, sells, or transacts other business ; also a partner or head of 
a business house. The word “ principal ” is also applied to 
money lent out at interest. 

633. QUARTER DAYS. England ; Lady Day, 25 March : 
Midsummer, 24 June; Michaelmas, 29 Sept.; Christmas, 25 
Dec. Scotland : Candlemas, 3 Feb ; “ Whitsunday, ” 15 May; 
Lammas, 1 August; JIartinmas, 11 November. 

637. REBATE. Generally an abatement or allowance in price. 
Strictly, discount returned by a banker on a bill taken up before 
maturity, or by a banker or bill broker when discounted bills 
are taken back again, previous to their arriving at maturity, by 
the parties who placed them under discount. An Abatement is 
a deduction from a quoted price or value. 

638. RECEIPT (Rect.). A written acknowledgment of some- 
thing having been received. A receipt for money when the 
amount is for £.2 and upwards, requires a twopenny stamp, which, 
if adhesive, must be cancelled by being written across, the cost 
of the stamp being borne by the receiver. A receipt should, at 
least, state the date, the name of the payer, the amount, what the 
payment is for, and the signature of the receiver, as below. A 
receipt written either on the front or the back of a stamped 
cheque requires a receipt stamp; either one twopenny or two 
penny stamps. A Youcher is any book, document, or writing in 
proof of the payment or receipt of money; or which in any way 
serves to attest the truth or correctness of accounts, or any other 
monetary transactions. As far as possible Petty Cash payment.S 



sliottI<M)p initinlk'fl in the P.C, Jiook by die person receiving (ho 
rash; anil liaynienls by the rashicr to his principals shonhl he 
'initialled in the C.IJ. 

a Jlnrii Street, i-ccrls, I’Stli Decrniher, 1!I22. 

Gkav's Estatk. 

Received from Mr. Oeorge Terry the sum of Twenty Eight 
I’oiinds Ten shillings, Itcing one Imlf-ycnr’s rent dne to the 
Trustees of John Gray, drreased, at f'liristmas last. 


Cash. i.. £2" 10 - 

Tan .... -14 - 

£2S 10 - 


H 

For Self 


E N R V H o R 
and Co.-Tru 


N 

istees. 


Receipt a Statement thus : — 

Received payment by cheque. Xn'i 8s. lOd. 

.'ithl JOLV. 19i22. 

i 1 

CitARCE-s SfBK A Co..j Ltd., 

! I 

I John Diav. Secretary. 

L i 


639. A RECONCILIATION STATEMENT is one that is 
sometimes made out for the purpose of adjusting or te.sting the 
accuracy of certain a/cs., such .as a Rental, with the Rental ot 
the previous year or the contents of the Cash box with the 
b.alance of the (’ash Hook (sec par. 87) ; or the Hank Column of 
a Cash Hook with the Pass Hook (sec par. 93). 

641. REMITTANCE, A .sum of money .sent, transmitted, or 
remitted from one person to .another, whether it be by bullion, 
coin, note, cheque, H/E., Jl/G., I’/O., or st.amps. 

64S. SALVAGE. An .allowance, or comiwnsation made to 
those by whose exertions ships or goods have been s.aved from 
the dangers of the sea, fire, pirates or enemies. The term is 
applied to the goods and other property saved. A Derelict is a 
ship that has been abandoned at sea. 

663. STAMP DUTY. A tax imiioscd for revenue purpose.?, 
on bills of exchiinge, bank notes, cheques, licenses, dee<^, and 
documents of every description (except wills and I.O.U. s) 
receipts for money over £2, playing cards, I'ic. Iho term aa 
valorem, meaning according to the value and not to the number, 
weight or measure, is used in commerce principally "'tbi refer- 
ence to the < 7 if valorem custom and st.amp duties, which are 



levied by the Customs and Inland Revenue Dcpnrtntents of the 
Covernrnent on goods .and documenfs at certain rates fer cent. 
on their value. 

6S0. STATEMENT, .\n a/c. rendered at certain times 
usually monthly or cjuarterly, giving dates and amounts only of 
each delisery of goods since last settlement, together •with any 
charges ; and after deductions for returns, payments on a/c.. 
allowances, As , showing .amounts due at date of statement. It 
is really a demand for payment. 

C25 riieapside, 

I.OXDOX, W!?! June, 1922. 


Messrs. Owen iTv Dew, Leeds. 

Dr. to Charles Mee Sr Co., Ltd. 
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655. STATUTES OF LIMITATIONS. The enactments fir- 
ing the periods within which rights must be established and 
debts recos'crcd. The periods of limitations vary from 15 days 
to CO years from the cause of action according to the subject of 
litigation. A common debt is Statute barred after a lapse o£ si'V 
years, unless a promise to pay or an unqualified acknowledg- 
ment in writing has been made by the debtor, in which case the 
debt is res'ived. 

660. TARE is the weight of a case, bag, box, sack, cask, chest, 
can, glass, w-rapper, or other article wherein goods are packed : 
hence the word is also used as meaning the allowance, deduc- 
tion, or abatement made in respect thereof from the gross 
weight of the package. Tare is calculated in five different 
ways, viz. : — (1) by Real tare, which is found by actually ascer- 
taining the weight of the boxes, sacks, vessels, &c., wherein 






gfxxlb are paclicd, aiul deducting it from the gtoss weight of die 
parcel ; (2) by Average tare, where the packages arc numerous 
and of a similar size, when only a few are weighed so as to 
form an average for the whole ; (3) by Customary tare, wliicli is 
an established allowance for the weight of packages on the gross 
weight of certain goods, fixed by the custom of each particular 
trade ; (-f) by Estimated tare, which means that the weight of 
the packages arc computed and an estimated allowance agreed 
upon at the time of sale ; (5) by Super tare, by granting an addi- 
tional .allowance when p.ackagcs exceed a certain weight. Tret 
is an old customary allowance of -fib. on every lot lbs. on certain 
articles of merchandise ns a compensation to the buyer for wear, 
d.amagc, or deterioration in tr.insit, or for the dust or sand 
mixed with any commodity. Draft or Waste is an allowanrc or 
deduction often made on the gross weight of goods in consider- 
ation of their being d.amp, or mixed with dust, rubbish, or 
other extraneous substance. 

661. TERMS ns to Price and Payment. " Loco ” merely 
means that the price quoted is the price of the goods sold at the 
place where Oicy he, without including any charges whatever 
for transit or removal. " F.A.S.” — free alongside ship — denotes 
the place of delivery, and that the seller pay all charges upon 
fho goods up to Ihcit rc.sching the ship's side, when the buyer 
must attend to thetr being put on board, and pay the dues and 
charges for slinging, &c. ** F.O.B.” — Free on board — indicates 
that the price quoted rovers the cost of the goods, carnage to 
port, and shipping charges ; i.r., the seller puts the goods on 
hoard free of all c.\pcnse to the buyer, who p.ajs the freight. 

*' C. & F." cost and freight — means that the price is to cover 
the cost of the goods, shipping charges and freight, in fact .all 
charges to the dcsltnation of the vessel except insurance. 

“ C.I.F." — cost, insurance and freight — means the last para- 
graph, plus insurance. “Franco,” “Rendu,” or “Free,” 
means c.i.f. fins foreign import duty and carnage to the door 
of the buyers, i.c., the price includes every possible charge. 

“ C.O.D.’’ — cash on delivery — denotes th.it the buyer must pay 
for the goods at the time of delivery. " Prompt Cash “ — ^pay- 
ment within two or three days of delivery. " Cash ” or “ Net 
Cash ” — p.iyment within a week or ten days. “ 2i% for Gash " 
denotes that this discount will lx; allowed if payment be made 
within about a week of delivery. “ 6% within a month “ — this 
allowance ivill be made subject to the payment within one month 
from dale of delivery. " Prompt Cash less 4 raos.” — means pay- 
ment within a day or two less 4 months interest at 5% per ann., 
e.f'., on £100 the discount would be X'l 13s. 4d. " 3 mos. net ” 

denotes 3 months credit and no discount. “ Cash against docu- 
ments ” indicates payment on delivery of H/L. and Policy. 
“Documents against acceptance " denotes that the shipping 
documents must stai lie handed over to the buyer until he has 
accefled the B/E. “Documents against payment” the buyer 
must fay or honour the B/E. before receiving the shipping 
documents. 



662. A TRADE MARK is a name, symbol, picture, form or 
device applied to a trader’s goods for the purpose of distin- 
guishing them from the similar goods of other traders in order 
that he maj secure to himself the profits arising from thfur 
reputation for supcriontv . A trade mark differs both from a 
patent and from a top> right in its legal character. When 
I’.iteiit right and Copyright protect the substance of the articles, 
the protection in the case of a trade mark extends only to d’U 
device or symbol which is invented and adopted to designate 
the goods sold. A record of registered trade marks is kept at 
the I’atcnt OfTicc, li"> Southampton Huildings, I.ondon, W.C. 2. 

66?. TRUE DI$COUNT IS the differciue in value between a 
debt due on a given d.ate and the present time hor instance a 
U/K. drawn on the 1st Jan , pavable in 3 mos for ik'OiO would 
on the 4th Jan be worth i-iOOC, if distounlerl at 4% per ann. 
1 rue discount however, is rarclv allowed in such iransacliotis. 
In the above example the discounter would deduct from the 
principal the Con’mercint or Banker's discount of 41.10 10 ■■ 
which IS practically interest at 4% 

666. TURNOVER. The total sales of .i trader within a given 

period. In banking, the total of the debits or the total of the 
credits placed to an a/c within a given period 

674. WATERING. Ihe act of incrc.asing the face value uf 
stock or shares without m.iking anv equivalent inircaso in the 
value of the assets thev represent 

677. WINDOW DRESSING is the arranging of a Halanco 
hilicel 'ey a company so as to ni.al c a good show 

678, WITHOUT PREJUDICE, A phrase used in negotm- 
tions'of compromise or offers to settle disputes, in order to guard 
against any waiver of right should they be ineffectual and go off. 

680, YIELD. A statement that a stock or share will yield 
much per cent, means that the return to the investor is at that 
rate on every ilOO, or part of £100, of capital sunk. For 
instance, a 4i per cent stock at 103 will vield £4 16 Jicr cent. 

Ledger Index. — Ordinary System. 
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QUESTIONS. 


1 . 

2 _ 

i! 

- 1 . 


8 . 

9 . 

10 . 

11 . 

12 . 

13. 

U. 

15. 

IG. 

17. 

18. 

19. 

20 . 
21 . 
32. 

23. 

24. 
2o. 
2G. 

27. 

28. 

29. 

30. 

31. 

32. 

.33. 

34. 

33. 

3G. 


37. 


Define Hook-keeping. 

What is the cause of Hook-keeping. 

Is Hook-keeping compulsory in tins or any other country? 

What arc the principal rc.isons for keeping an accurate record 
of your trans.actions ? 

Define “ 'fr.niisactions ” and name six kinds 

Marne five questions which your books should answer. 

What are “Services”? 

Explain the two iiiethods of recording transactions. 

To wh.it use is the Waste Hook put? 

What would you call a classified record of jour transactions 
with A. Jones? 

What book contains the classified record ’ 

How is an account kept? . .u 

What must be done with an a/c. before m.iking an entrj' therein . 
When is a person a Debtor and when a Creditor . 

When is an n/c. Dr. and when Cr.? 

Kamc and explain the two great cl.isscs of a/cs., and state which 
of them is sub divided 

ON CASH A/CS. To what dass of a/cs. does Cash A/c. belong? 
On whirl! side of the Cash A/c. are Keccipts entered? 

On which side of a Cash A/c must the /irr/ entry be made? ^ 
Wiat word is prefixed to an entry on the Dr side of an a/c.. 
May the name of an account ho used therein. 

m^"sliould^ Ac insertion of noughts in the shillings and pence 
columns be avoided ? 

How is an a/c. b.ilanced? 

What is a balance’ 

When is an a/c. said to balance? , , s 
May the Cr. side of a Cash A/c. exceed the Dr ,, 

With xvhat should the “balance” of a C.isli A/c. correspond . 
When balancing an a/c. how must the Mals he placed. 

When must a “ X” he used? . 

How must the headings of a/cs. be xvritten. 

ON GOODS A/CS. To what of a/cs. does the goods a/c. 

What are the objects of a Goods .A/c.. . 

\Yliv nre Durchnscs debited and sales crcuiieo. , . t sj t 
If goods sold by you should be returned to you on wliicli side of 

the Goods A/c. would their x’alue be entered. 

In addition to recording the value of T’’ 

other fact must be shown in a Goods A/c. before the resu?i 
of the trading can he arrived at? . „ 

If the Dr. side^ of a Goods A/c. exceeds the Cr. what does tlje 

d I if erf lire represent? 



;JS. Wliv <!oe-> the Or siclr of a Goods A/c. generally exceed the Dr.? 
Wliat IS meant by stocktaking.-' 

40. At wliat price must “Goods on hand” be valued? 

41. In taking stork, how would jou deal with 20 silk hats out of 

fashion •' 

42. \ou lia\e 40 sacks of flour, cost price 20/- each, market price at 

stocktaking 22'- each. What would you reckon them at? 

41. How may wm ascertain the separate profits on several kinds of 
goods ' 

44. What IS the rule for entering all Real A/cs. 

45. ON PERSONAL A/CS. What are Personal A/cs.? 

40. What IS the rule for entering Personal A/cs.? 

47. Hov/ are they balanced 
4S. \that IS a debit balance? 

49. Which side of Smith's a/c. in your Ledger must be the greater 

to make you his creditor.-' 

50. When both sides of an a/c. agree what is it said to do? 

.51. Why are the bafances “ carried down ” when a/cs. are ruled off? 

52. ON PROPRIETARY A/CS. What is the object of the P. & L. 

A/c. 

53. Name six sub-divisions of the P. & L. A/c. and state why these 

suh-divisions are kept. 

.54. What does the difference of a P. & L. A/c. represent? 

.55. Give the meaning of the word “loss.” 

.50. L.xplain the difference between “ gross profit ” and “net profit.” 
57. What effect has a “ net loss” on your capital? 

SS. What name do you gi\e to the difference of a P. & L. A/c. ? anti 
why ? 

59. What name is given in business to the A/c. of the Proprietor? 

CO. 5Vhat are Impersonal A/cs.? 

Cl. Define Capital. 

G2. What A/c. is debited when the Proprietor withdraws value? 

C.3. Is more tlmn one Capital A/c. ever needed for a business? And 
if so, when ? 

04. If you realised a net profit of X'.50, what effect would tliat fact 
have on your Capital .\/c. ? 

G5. On which side of the Capital A/c. would you enter "Invested 
in tmsiness, Ccish X‘500”? and why? 

GG. "Net Loss." Would this be a Dr. or Cr. entry in the Capital 
A/c.? 

67. ON BALANCE SHEETS. Define si BfS. 

0.5. Prom what Book is the information for a B/S. principally taken? 
09. Wh.at dosses of Accounts show Assets and Liabilities? 

70. Define Assets and Liabilities. 

71. Wh.at is the object of a B/S. ? 

72. 5\1ieii the Liabilities exceed the Assets what is the difference 

called ? 

7.3. .Are Credit ll.-ilances Assets or Liabilities? 

74. On which side of the Il/S. are Assets shown? 

7.1. On which side of the B/S. are the .A/cs. due to Creditors placed? 



76. Define the word “ insolvent.” 

77. When the Assets are greater than the Liabilities, am I solvent 

or insolvent, and what would the difference be called? 

78. Which side of the B/S. should show the value of stock.'’ 

79. ON DOUBLE ENTRY and JOURNALISING. W hat IS meant 

by the “ Double Entry System ” of Book-keeping ? 

80. Wily should so called “ Single Entry” be avoided 

81. What class of a/cs. does “Single Entry” fail to keep? 

82. What is the name given to the only perfect method of Book- 

keeping ? and what advantage does the system possess ' 

83. What is the most important book in B ? and why ? 

84. What is a transaction? 

85. Why must a transaction be recorded on both sides of the Ledger? 

86. What errors is “ Double Entry ” unable to prevent ! 

87. Why may not the Ledger be compiled direct from the Waste 

Book ? 

88. What is the object of the Journal? 

89. What kind of a record is the Journal? 

90. Why are two money columns needed for the Journal? 

91. Why is the Journal called a subsidiary book? 

92. Define a Narration. 

93. Define Journalising and give an example. 

94. Why is the Dr. Money column before the Cr. in the Journal? 

93. Is Cr. needed at the end of a Cr. line in the Journal? Stale 
reason. 

96. ^^^lich of the two words “ To ” or “ By ” is ttol used in the 

Journal? 

97. Describe how a Journal should be ruled off. 

98. What Questions must be answered before any transactions may 

be recorded? 

99. State the rules applicable on making entries in (a) Real and 

Personal A/cs. (i) Proprietary A/cs. 

100. Why is a Capital A/c. absolutely necessary for ever 3 ' business ? 

101. AVhere must double horizontal red lines be ruled? 

102. What must be written at the boUom of a page when the working 

is continued on the next page? and what at the top of the 
continued page? 

103. Wij' should the insertion of noughts in the shillings and pence 

columns be avoided? 

104. ON POSTING and BALANCING. Define Posting. 

105. IVhat kind of a record is the Ledger ? 

lOG. In what order should a/cs. be placed in the Ledger? 

107. Jilaj' the name of an a/c. be used therein? 

108. Immediately an entry is posted what is further required? 

109. What are the pages of a Ledger generally called? 

110. TOiat method is adopted to test the accuracy of posting? 

Describe if. 

111. After testing tlie posting what is the first step taken towards 

closing the a/cs. ? 
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112 Sec quesions on Goods A/cs. 

113. To what a/c. is “Gross Profit” transferred? and why. 

114. MTiat is “Net Profit” and in what a/c. is it ascertained. 

115. To what a/c. is " Net Profit” transferred? and why? 

116. See questions on Proprietary A/cs. 

117. How arc Personal A/cs. balanced? 

118. Explain the method of proving the boohs. 

119. See questions on Balance Sheets. 

120. In closing and ruling off Real and Personal AJeS. what mus 

you be careful to do with the differences? and why? 

121. ON EXERCISE 20. What are the two chief differences between 

a M.O. and a P.O.? 

122. In opening a Journal why arc Assets always debited..’ 

123. IVhat are “ opening entries ” and why should they be totall 

before proceeding to record the transactions? 

124. IVhat is an Invoice? i < nd 

125. Prepare the two invoices required by the transactions on 1st an 

13th Feb. . 

126. IVhen posting opening entries what word must be used in m 

Ledger? 

127. Define the term “ Cash Sales.” 

128. llTiat transactions are recorded in the Trade Exs. A/c. ? 

129. To what class of a/cs. does the T/E. a/c. belong? and why. 

130. IVhy is the T/E. A/c. called a subsidiary P. S: L. A/c.? 

131. ON BANKING and CHEQUES. What is a Commercial Bank? 

132. Name the principal sources of income of a Bank. , 

133. What is the difference between a Deposit and a Current A/c. . 

134. What is a Deposit Receipt? 

135. State the advantages of having a Banking A/c. 

136. What is the first step in opening a Banking A/c.? 

137. What is the use and arrangement of a Pass Book ? 

I3S. Define a Cheque and a Cheque Book. 

139. What is the only method of withdrawing money from a Com- 

mercial Bank? 

140. What is the stamp duty payable on a cheque? 

141. How may cheque books be obtained? and who pays the stamp 

duty? . , 

142. WTiat is the name of that part of a cheque book which is retamca 

by the sender? WTiat particulars are entered thereon? 

143. Name the three kinds of cheques. 

144. WTiat is meant by Endorsing and Presenting ’ 

145. What is meant by Ante-dating or Post-dating a Cheque? 

146. Do all cheques require endorsing? If not, why not? 

147. Compare the effects of a “ generS ” with a “ special ” crossinp 

148. If you received a “ crossed ” cheque and had no banking a/c- 

how could 3 'ou obtain the cash ? 

149. What is meant bj’ “ drawing a cheque ” ? and what are the four 

essentials? 

150. Explain the word “ negotiable.’’ 



ir,i. 

iw. 

ir.3. 

lot. 

15^;. 

lot). 

157. 

13 ''. 

ISO. 

IGO. 

IGl. 

1C2. 

1G1. 

ICl. 

105. 

ICC. 

1G7. 

1G8 

ICO, 

170. 

171. 
172 
17.0. 
171. 

175 

17C. 

177. 

178. 

179. 
IPO 
181. 
182. 

183. 

184. 

185. 
18G 


Wh.n would be the of the omi'.-.u'n of “or order” .md 

“or bt.irtr" from tbe clu-que’ 

Why IS tlic ninount biAUd twice in a cheque? 

Whan is a clieqiie st.ited to be “st.ale’’? 

I'nder wh.U ciriuinslanrt.s must a Haul or refuse to cash a 
tUaiue^ , Ti 1 s 

ITow s<xm -hould a cheque retell ed be paid into Iinnk 

Wlio suffers tlie loss where a baiiU-r c.ashcs a cheque upon which 
the Nigmturc of n tustonHr luii* bten forged 
rsphiin the term “ not iiegotLible ’’ 

What a/i. IS tkbiltd on the receipt of a cheque, and what a/c. 

.M.ny*^n cheque rcctned from a debtor be tr.ansferrcd to a 

WhnV'a7rV wouuT’be^rredtted on paying away the last named 

On 'remitting a 'cheque drawn from jour cheque book what a/c. 

IIow'wouhT'imnwirnahsc a cheque drawn in 
W’h.at docum'ent arc j ou required to use when paj mg money 
the bank’ and why’ "'rite one out. 

On payment m cash what acknowledgment does the banker gise 

to the customer ? - « , s 

What is included in the term Cash / . , 

What arc bank notes and what adtantngo have they o\cr com? 
Di fine "I,egal Tender.” 

Why arc some banks styled " Hanks of Issue ? <• Rank 

Name the difference between “Country Notes and Bank 

Notes ” ’ 

ON EXERCISES 21 and 22. Wliat kind of transactions may 
bo combined in Journalising? and why ? 

Dmw the clie'quc7cnt to 

I’^e So SV7n 3\7 u M’afch: and show the 

WrUrthc^Crcdit Slip for 1st April presuming the £1950 to be 
made up of Cheques. Notes, ^old. Silver. 

Draw a cheque for the £10 received from Bank, 4th .4piil. 
Prepare In\oice for 9th April. 

lifqwrc StqcmeUi oi O. W.bb’s iran.nclions for April. 

y/oSrSomlfVSp A ro.S .r....o.i... to April 
Define Insurance Premium. 

ON EXERCISE 23. Define Interest and Principal. _ 

W'hy IS interest generally allowed to the proprietor of a business 
in respect of the Capital he invests therein? 

WTiat are Bank Charge.s’ and how are they journalised. 

Do Banks make any charge for cashing Cheques? If so, what. 



187. State how often the Bank Pass Book is balanced, also what fact 
Is then made known. 

Ins Itihne Discount and Commis.sion. 

D!/ What IS the eliffercnce between “Cash” and “Trade” Dis. . 

190 What is the rule for entering Discount.-’ 

191. lo what a/c. is the difference of the Interest and Discount a/c. 

transferred on balancing? and why? 

192. How is the amount of the “ Capital ” a.scertained when it is not 

given in the opening entries? 

Ifl.'i. Prepare Statements of the transactions of Penn & Co., also of 
A. Carr for Jlay. 

194. Draw Cheque for Rent on 30th May. 

195. ON EXERCISE 24. Define a Bad Debt. 

196. When is a person a “ Bankrupt ”? 

197. M'hat advantage does a person derive from being officially 

declared a “Bankrupt”? 

19S. What is the difference between being “Insolvent” and 
“ Bankrupt ” ? 

199. Define “Composition” and “Dividend.” 

200. To what a/c. is the amount of a Bad Debt debited? and to what 

a/c. is it credited ? 

201. If you ignored the fact of the banltruptcy of a debtor for XIOO, 

what effect would it have on your B/S. ? 

202. What is an assignment for the benefit of creditors? 

203. MTiy is the Bad Debts A/c. subsidiary to the P. & L. A/c. 7 

204. What a/c. would you credit on receiving an amount previou.slv 

written off as Bad ? 

205. To what a/c. is Carriage generally debited? and why? 

206. Define “Petty Cash.” 

207. What is a Petty Cash Book? Give a specimen page with 12 

items thereon. 

208. IVhal is meant by the term “ On A /c.” ? 

209. Give a definition of " Remittance.” 

210. Why is the Journalising of a Bad Debt similar to the journalis- 

ing of Di.scount allowed by me? 

211. What does “Sold on Credit" mean? 

212. Prepare statement of A. Well’s tran.sactions for June. 

213. ON EXERCISE 25. Define Partnership and slate the chief 

advantages thereof. 

214. ^Yhat is an Agreement of Partnership? 

215. What events generally dissolve a Partnership? 

21C. Why is a separate a/c. necessary for each partner? 

217. TOiat are Partner’s drawings? and how arc they recorded? 

218. Why must interest be charged to the Partners’ .4/cs. in respect 

of unequal withdrawals? 

219. What is the object of a Partners’ Drawing Afc.? and to what 

a/c. is the difference carried on b.alancing? 

220. To what a/c. should Partners’ Salaries be debited? and why?_ 

221. Define Goodwill, and state upon what fact the sale price is 

generally based. 
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222. To what class o£ a/cs. doea “ f.oodwill” belong’ 

223. To what a/c. must the Wages AJc. be transteried’ and why’ 

224. Define Ttovenuo. 

225. to what n/c. must Income or Rcwenue be credited ^ 

226. In dealing with fixed or movable projierty of any dcccnption, to 

what a/c. would Rep.iirs, Painting, and other expenses be 
debited; and to what a/c. would permanent Improvements and 
Additions be debited? 

227. Give a Definition of Depreciation. 

228. Name some of the methods used in arriving at Depreciation. 

229. To what a/c. must the total of the Depreciation .V/c be trans- 

ferred ? and why ? 

230. ON PRACTICAL EXERCISES 26 and 20. Of what do the 

majority of transactions consist? 

231. Name some of the books required in practical work. 

232. Why are Cash transactions entered in a separate book ’ 

233. What is the difference between entering a Cash A/c theoretically 

and compiling a Cash Book practically? 

234. See questions on Cash A/cs. 

233. How may the balance of the Cash Book be proved? 

236. To which side of the Ledger must the Dr. entries of the C B be 

posted? and why? 

237. Define a Bought or Purchases Book. 

238. What is a Guard Book? 

239. From what source is the information for the Bought Book 

obtained? 

240. To which side of the Personal A/cs. in the Ledger must the 

entries in the Purchases Book be posted? and why’ 

241. To what a/c. and on which side must the total of the Purchases 

Book be posted ? and why 

242. Define a Sales or Day Book. 

243. From what source is the information for the Sales Book 

obtained? 

244. To which side of the personal a/cs. in the Ledger must the 

entries in the Sales Book be posted? and why? 

243. To what a/c. and on which side must the total of the .Sales Book 
be posted? and why? 

240. What is the position of the date and Ledger folio column, res- 
pectively, in the Purchases and Sales Books ? 

247. How must the date and tlic names of the persons be written 

therein. 

248. klake out the two Invoices for the 2nd and 3rd August. E.v. 26. 

249. For what purpose is the Journal used in practical work? 

250. What are “Opening Entries?” 

251. ON PRACTICAL EXERCISES 21 and 22. Why should the Bank 

A/c. be kept in the C.B.? 

2.)2. On which side and in which column of the C.B. are payments by 
cheque entered? and why? 

2.")3. Why does a “ Cheque drawn for cash” require entering on both 
sides of the C.B, ? 
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25i. Why does a payment of Cash into the Bank require entering on 
both sides of the C.B. ? 

255. On winch side and in which column of the C.B. are cheques 
received entered? and why? 

250‘. If a Cheque received he paid into Bank same day, what column 
would you enter it in ? and why ? 

2.57, With what book should the Bank columns of the C.B., in general, 
correspond ? 

258. What items may' cause a difference between the a/c. at the Bank 

and the Bank columns of the C.B. ? 

259. If the balance of the Bank columns of the C.B. should differ from 

that of the Pass Book, how would you proceed to reconcile the 
difference? 

2C0. What is a Lease and a Royalty? 

261. ON PRACTICAL EXERCISES 23 to 23. WTiy is the Discount 

A/c. usually kept in the C.B.? 

262. When recording transactions in Cash and Dis. what have you 

to be careful to do? 

263. \\’hen carrying down the balances of Cash and Bank why don’t 

you also carry down the differences of the Dis. column? 

264. How do you post an entry of Cash and Dis. ? 

265. Is the relation of the C.B. to the Ledger that of a subsidiary book 

or otherwise? 

260. In recording a transaction involving the receipt of a composition, 

where is the amount of the Bad Debt recorded ? 

267. Which book should be posted first? and why? 

268. What is an Order Book? 

269. ON PRACTICAL EXERCISES 27 to 32. \5Tiat are tabular 

Purchases and Sales Books? and what advantage do they 
afford ? 

270. Ex. 27. Prepare two Invoices for 1st and 8lh April. 

271. Ma1:e out Statement of transactions with T. Mason, and receipt 

it as though the balance had been paid by cheque on 1st May. 

272. What difference would it make to the B/S. if 3’ou failed to record 

Bell’s Bad Debt on 2Gth April ? 

273. ^^*hy may not the cost of Files and Press on 17th April be 

debited to T.E. ? 

274. Draw a crossed cheque in favour of James Gray, 9th April, .£80. 

275. Ex. 28. What advantage is there in keeping separate a/cs. for 

Pyewoods and Colours? 

27G, Make out Invoice against J. Baird &: Sons for 7th January. 

277, should the cost of Horse Corn be debited to T/E* instead 
of a Real a/c. for Corn? 

278, Define Demurrage and SsJvage. 

279, Make out Gordon & Jackson’s Statement. 

2^. Draw the cheque for 12th January. “Withdraw from Bank.’* 

281. What do the terms Tare, Tret and Waste mean? 

282, ON EXERCISE 25. Make out invoice against C. Gray for 2nd 

September. 
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283. 

284. 

285. 

2SG. 

2S7. 

2SS. 

289. 

290. 

291. 

292 

293. 

294. 

295. 

296. 

297. 

298. 

299. 

300. 

301. 

302. 

303. 

304. 

305. 

306. 

307. 

308. 

309. 

310. 

311. 

312. 


.313. 

314. 


Why is the i-23 for Painting Premises debited to the T/E. A/c. 

instead of to the Business Premises A/c. ? , c . 

Compile Statement of Alfred Boston’s transactions for Sept. 
Explain the transaction, 2Sth Sept., “ E. Iloolcy compounded 
with his Creditors for 10/- in the i.‘.” ir.i c 

Draw Crossed Cheque in favour of Gcisler A' Co., loth Septem- 
ber, i'400. 

Wial is meant by endorsing a Cheque? 

What is an Audit ? 

ON EXERCISE SO. Define the term “ Consignment ’ and 

Prepa^Credir slip for the 4:420 on 14th January presmiung 
the amount to consist of Cheques, Notes, Gold and .Sih er. 
Draw Cheque in favour of A. Beil, 24th January, i210, and 

show Counterfoil. „ , on.u 

Make out Invoice against Carter & Co. for -0th J. 1- 
Define a Receipt and a Voucher. „ , 

Draw up a separate Receipt for the Clieque recen ‘ 

& Co., on 20th January. , , 

Prepare Statement of Brown & Brooke s transacti J< 

ON EXERCISE 31. MTiat is the difference between a Price 

Current and a Price List ? 

Make out Invoice for the first transaction. 

Draw up a separate Receipt for the i-nk on 2nd 

Write out a Credit Slip for the payment into the Bank on ^na 

Compile tutement of Transactions of Edward Wade for Oct. 
Define a “Dishonoured Cheque. P^.38 

Draw Cheque in favour of Bell A Sons, 18t v sending it 

my is it necessary to endorse Hirst’s Cheque before sending 

to Martin Bros, on the 20th October . , Parson 

mat is the effect on your Ledger of the fact that J. 

absconded and left no assets - rost, Pnok^ and 

IVhat subsidiary P. & L. A/c. is kept in the Cash Book. 

why? 

ON EXERCISE 32. Define Agent, Factor, Broker. 

What is an Account Current? Rtli l.anuarv. 

Make out Invoice against Bureau & C ^jg qjj 

Draw Cheque for the first transaction, also for the its o 

January, and show Counterfoils. 7th Tan. 

Prepare Credit Slip for the paynien i ^ gt3 mentioned on 
What is the object of depreciating the four Assets 

1st Jan. ? ., s- Bowler’s salaries 

'''were'SertoTet Capital A/cs. instead of the 

Compde^Sta/ement of be debi[ed to "he Horses 

hy must the cost of the uart , 

and Carts A/c. and not to the l.h. A/c., 
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316. ON ALL THEORETICAL EXERCISES. What is the aniouiit 
of the gross profit or loss,-’ 

316. What IS the amount of net profit or loss? 

317. Ry how much is the Proprietor richer or poorer as the result 

of his trading ' 

318. What amount of money should there be in the Casli Box? i 

319. State how much is owing to oi bv the Banh. 

320. By how much is the Proprietor solvent or insolvent? 

321. M'hat IS the total \alue of the Assets? ^ 

322. What is the total amount owing by the Proprietor? 

323. What is the talue of the Stock ' ' 

324. Give a list of the Real -4/rs. in the E.xercise. 

325. ON ALL PRACTICAL EXERCISES. M hat is the total amoiint 

of the credit purchases of each class of goods dealt inf 

326. Mhat IS the total amount of the credit sales of each class of 

goods dealt in^ 

327. What IS the amount of the gross profit or loss on each article 

dealt in^ 

32S. What is the amount of the net profit or loss on the entire 
business'^ ' 

329. By how much is the Proprietor richer or poorer as the re.suU of 

his trading ^ 

330. What IS the amount of the balance in possession of the Cashier? 

331. What is the total amount paid by cheques 

332. State how much is owing to or by the Bank. 

333. Has the Proprietor gained or lost on Discounts^ 

334. By how much is the Proprietor solvent or insolvent? , 

335. What is the total \alue of the Assets’ 

330. What IS the total amount owing by the Proprietor? 

.337, What is the total value of the Stock? ' 

S38, Give a list of Real A/cs. in the Exercise. 


The Slip system of Ledger Posting is a labour-saving method whereby 
the necessity of recopying is .abolished, as far as possible. For 
in tance, the Slip Sales Book, in the form of a file, consists of carbon 
copies of the original Invoices, which have been sent out to the pur- 
chasers, and are not recopied into an ordinary, bound. Sales Day 
Book. 3 he Sales Ledger is fasted direct from these carbon copies of 
the Invoices, This Ledger, as well as the Purchases Ledger, may 
either be in the form of an ordinarv-, bound, hook, or. hetter'still. the 
more modern Slip Ledger, in the form of loose leaves or cards, filed or 
cased. A Summary of the total amounts of the Invoices is made on the 
front sheet of the file, and posted either weekly or monthly to the Sales 
Klc.^ The same method may be employed with reference to the original 
iniroiccs of goods bought. After being checked, they may be placed on 
the file labelled Purchases Book, and the total amount of each Invoice 
fasted direct to each creditor in the Purchases Ledger. As in the case 
of the Sales Book, a summary of the totals of the Invoices will be 
entered cm the front sheet of the file and wsted to the Purchases A/c. 
cither weekly or monthly. 
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INDEX to EXERCISES and EXAMINATION PAPERS. 


Exercises. Pages. 

Nos. 1 to 16a 15 to 30 

No. 19 35 

20 44 

20a and b 40,47 

21 Bank Items 61 

22 62 

23 Discount 65 

24 63 

25 Partnership 73 

26 Practical 96 

27 Tabular 123 

23 Do 121 

23 Do 127 

30 Do 129 

31 Dn 131 

32 Do 333 

34 Bills o( Exchange 163 

34a Do. 164 

31b Do. 185 

35 Do. 186 

36 Do. 187 

37 Consignments 195 

3S Do. 203 

39 Do. 207 

40 210 

41 211 

42 W.R.C.C Tabular 213 

43 Do. 215 


Boyal 

Elementary 


Interm: 


Society of Arts. 


Year. Page. 




137 

137 

138 
133 
133 
140 

140 

141 

142 

143 

144 


1003 

3964 




1006 


... 1^7 


1908 

... twyt 


loin 




1012 


1913 

1914 

lots 

145 

314 

316 

317 

318 

319 


1916 

1917 


1919 

319 


1920 

320 

330 


1921 


1803 

233 


1604 

1806 

1807 

240 

242 

243 


1912 

301 


1913 

303 


1914 

305 


1915 

306 


1916 

303 


1917 

300 


1918 

311 


1919 

313 


1920 

333 


19-21 

S34 


!!>>’ 

333 


National Union of Teachers. 

Vear. Page. 

Elemcntarr 1903 147 

1909 145 

1910 143 ' 

1911 150 

„ 1912 151 

„ 1913 152 

.. 1914 328 

Intermediate 1903 293 

.. 1903 300 


Eancashire & Cheshire Union. 

Junior JP07 

IMS 216 

; 1M9 227 

3910 22S 

1911 230 

1912 231 

1913 321 

1914 322 


London Chamber of Commerce. 

Junior 1903 232 

1909 234 

1910 235 

1911 230 

1912 237 

1913 K3 

1914 325 

1915 327 

1919 331 


Coiiege of Preceptors. 

Preliminary, .'.lidrumm.r ... 1913 2S0 

Junior, .Midsummer 1913 2S0 

Senior, Midsummer 1913 1^1 

Preliminary-, Christmas 1913 282 

Junior, Christmas 1913 2S3 

Senior, Christmas 1913 2®4 


Oxford Local. 

Junior & Senior, Ju!v .... 1907 2S3 

>• .. Julv 190S 2^ 

. ... .. July 1912 2S7 

Junior, Julv ... 1913 257 

Senior, July 1913 2SS 


Cambridge Local, 

Junior, Julv ... 3909 2S) 

Senior, Julv . 1909 2?0 

Junior, December 1913 290 

Junior, December 1913 291 

Senior, Dccrmber ! 1913 292 

Senior, December 1913 2?2 

West Riding County Council. 

Intermediate 1907 293 

.. 190S 235 

.. ' 1909 290 
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EJmTIOlsr, 

being Part 11. of 

THE STUDENT’5 

BOOKKEEPING 

750 Pages. Twcnty-eightli Edition. Post Free 5/6, 

From ARTHUR FIELDHOU8E, P.O. Box A 27, Huddersfield. 


This part commences \Mth Exercise 48 in the Complete 
Edition, .and is thus sufficient for those who have been working 
from the Elemcnt.nry Edition, and wish to prosecute their stu 
further. It includes Income T,ix, Company A/cs.. Bankruptcy, 
Costs A/cs., Branch A/cs.. Double A/c. System, Insurance A/cs.. &c. 

London: SImpWn, Morshnll, H amilton & Co., Ltd. 

TfiADING, Profit & Loss A/cs., 

AND 

BALANCE SHEETS, &c., 

For the use of Advanced Classes and BusinessPurposes, 

printed and nded in skeleton form, to faciUtale "heels. They 

n(3\anced exerciser; consisting of three neatly 

Rive at a glance theinclhod of setting out ffi® ” tcitbook, as well as from 

student from liaring to make an> references handy exposition of 

much bborious reading; they are, tn fact. * “ . p. &L.Afcs and B/S. 

modem practice in regard to the preparation of T S. ■ ...tbe 

SHEET 

SHEET 

SH EET a.-STATBMENT OF 

It is advisable that the time °f »^he sl?dy^ofp*ri’ncfA^^^^ 
possible for the solution of problems ana t 
drudgery of writing. 

Specimens of ‘I’® /ox^A. 27, Huddersfield, 

be had from Arthur FioldhouBC P*0* 

Terms for quantities on application. 

S.UCB>fr.LlB.DBAIPUP 
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GREAT MASTER KEY 

by ABTHUR FIELDBOUSE. 


OPINIONS. 

c 

“ I3AXK XO'iKS.” ‘'The Author hns succeeded in producing 
what we can onij de->cribe as the most complete key it has ever been our 
good fortune to examine. .\n exhaustive perusal of the volume leads us 
to believe that no pains have been spared tn its preparation, and as an 
aid to student and teacher alike it should prove of the utmost value 
Combined with the textlioidc it should proxide an ideal means of 
preparation for students who are skiiled in the use of ‘ keys.’ A.s a 
work of reference, too. it wdl provide ample elucidation to problems 
in practical work.” 

“THK CERTIF lEO ACCOUXTAKTS’ JOURXAL.” “A mere 
glance through the book is sufficient to indicate to those who know 
anything of such matters what a stupendous task Mr. Kieldhouse has 
had before him. Great as has been the task, however, the result is 
equally magnificent. This is no skeleton key ; the answers are 
FULLY WORKED and it will doubtless be found that this \olume 
solves more problems in a complete manner than all other Tc-xtbooks 
and Keys put together. Wo. unqualifiedly recommend it to all those 
engaged in teaching or studying Book-keeping and together with the 
Textbcxik of which this is the Key. there is a complete guide to Book- 
keeping in its simpler, intermediate and more advanced stages.” 

THE EDITOR OF A MAGAZINE says Such a book is 
invaluable to ail teachers and students of Accountancy, and forms an 
extremely useful guide to those who propose attending future examin 
ations in Book-keeping, Accountancy and Banking. The cost of 
production must have been very heavy, as anyone may guess on 
inspection of its pages, all of which are actually “ crammed ” with 
solutions. Personally, in our long experience in Book-keeping matters, 
we have never come across a volume containing such a wealth of 
“matter.” The book is indeed unique, and we heartily recommend 
it to all our readers. Our advice is ‘ Got it.’ ’’ 

A Teacher under the London County Council writes : — Please allow 
me to express my gratitude for your valuable Keys. I am at present 
taking about GO students a day at all stages of Book-keeping, and the 
fact that I have been able to satisfy all their varying reqiiirement.s and 
correct their exercises, without encroaching upon my leisure, speaks 
more highly for the utility of the Keys than any encomiums. To me, at 
any rate, the volumes are worth more than their weight in gold. 


Send Postcxp.d for Specimen' Paces to : — ' 

ABTHUD FIELDHOUSE, P.O. Box A. 27, Huddersfield. 



THE 

Great Master Key 

TO PART t, ELEMENTARY, 

of the 30th and previous editions of the 

StttW’s 

is the only clahoratc and comprehensive work 
of the kind that has ever been published. 

All the Keys iik print put together 

being mostly mete skeletons, and therefore almost useless for checking, 
do not equal this volume, which commences with Exercise 2, and covers 
all the subsequent Exercises to 62, and Examination Papers, up to the 

year 1921. 

Inasmuch as this volume contains 

FULLY-WORKED KEYS to 70 EXAMINATION PAPERS 

it thus forms the only Complete Guido to all 

Elementary and Intermediate Examinations, 

The Student's & Practitioner's Goid Mine. 


SUCCESS AT EXAMINATIONS ASSURED. 


EVERY OOHMERGIAL COLLEGE MUST HAVE A COPY 

of this up-to-date 

Twcfiticth-Ceiitury Masterpiece, 

more Problems than all other Textbooks 
and Keys on the market. 

450 Keys and Answers 

\ a halfpenny each. 

Send post card for sp^iraen pages to — 

ARTHUR FIELDHOUSE. P.O. Bor A. 27. Huddersfield. 
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A Triumph of Phonographic Journalism. 

The most widely read magazine in the whole range of Shorthand 

IiUeratnrc. 


"The Phonographic Monthly" 

Edited by 

Wiiliam Thompson and S. Mnnro-Pecbies. 

Its world-wide popularity amongst Shorthand Students, Teachers, 
and phoDOgraphers generally is incontrovertible evidence of its intrinsic 
value to every present-day disciple of Sir Isaac Pitman, 

In the Phonographic World to-day, the " Monthly ” holds the . 
premier position. 

BECADBE: 

1. — In the essential matters of beautifully formed, clear and correct 

outlines, well-chosen phtaseograms, and safe conttacUons, it is 
ABSOLUTELY RELIABLE. 

2. — Its articles are brightly written and deal informatively with every 

topic of interest to the writer of Pitman’s Shorthand. 

3. — It contains thoroughly practical bints and helps to Students and 

Examination Candidates. 

4. — Reporting Exercise Transcribing, and other Competitions in which 

every Reader cart participate, are iaciuded eadt mostb. 

6. — Those Readers who enjoy lighter and entertaining phonographic 
reading are generously catered for. 

AN EXAMINER’S OPINION. 

The wcU.kao\vi\ Examiner, Mr. EDWARD A. COPE, in a letter to the Editor 
says:— -“I doobt whether writers and students of Pitman’s Shorthand realise at all 
adequately the advantages offered to them by the splendid roagasine literature which 
the art has produced. Month after month and year after j ear they have been served by 
periodicals which have aimed at providing reading matter interesting in itacifandof 
special help to Phonographers, presented in a style m nbich perfect accuracy of outline 
has been combined with beauty of form. Among the magasines which have thus kept a 
high standard of phonographic excellence before their readers the “ PHOKOGBAPHIC 
HQIiTHLY ” took a prominent place. That place it has consistently maintained. It 
gained it, and it has kept it, by sheer merit.” 

If You are noi a Subscbibee to 

"The Phonographic Monthly” 

You ABE LOSING A " LItEEAEY TSEAT ” EACH MONTH. 


Ask foP Specimen Copy, 4d. post free. 
Annual Subscription, 5/- post frea. 

J. H. SIMMOMS, °Manle”r. Addisooiiifae, Croydon. 
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nine editions EXHAUSTED IN 
IT Hal i TEN YEARS? 

THE STUDENTS 


BusiMSS 




heinc a ouinr. to the rROCnivRE of the 

Wr.I.T. AS A COURSF. OF TRMMNO FOR AIL El EMENT » 

By ARTHUR FIELDHOUSE, AcourUant, ‘''f ’ 

forward SPECIMEN PAGES and INDEX on rccc.pt of jo-t 
addressed to P.O . Bex A. 27. Huaflcrst.eld. 

TENTH EDITION, 380 Pages. Net Price 3/6; Postage 4d. 

80 TEST and EXAMINATION 

about 1300 QUESTIONS, N^W CHAPTERS on 

anoe, Marino Carriage and com- 

»nd Limited PartnershSpSf Pflvn^e STOCK 

panloa, IMPORT AND EXPORT TRADE, and STOCK 
exchange. 

This is the only practical, 

cnee and Office Work, and is cliaractensed by ^ usnons are 

have made the authors other of preptin^Tcst 

well graduated, and the teacher ts . addition to numerous 

Papers, one of wiiich foilotvs every r,rnviHed in the Series of 

ExWination Papers. PRACTICAD This book 

Busincss Transactions included in some of tl J ^ . jike the 

is not written on commission for a firm of P^’’-;""®^nd he is there 
autlior’s other works, the Copyright is so P ^ l,otli for the 

tore at Hbertj' to produce what he knows covering all 

Office and the clais-room. It is Urn <>"1^ Small-pr“ced books 
the Elementary and Intermediate the SyUabtises they 

may be had on the subject, but as they d consideration. It is 

arc dear at a gift. Efficiency should .b® 
an excellent Handbook for the Junior in the 

PUBLlSHEtJ BY 

A. FIELDHOUSE, Trirtity Street, I SIMPKIN, MARSHALL & Co., Ltd., 
Huddersfield. I 


The EVIDENCE before the COURT 

is that 1000 GOLD. SILVER and BRONZE MEDALLISTS 
and I'RIZE WINNERS have USED 

"The Student’s Book-keeping.” 


MEDALLISTS OF THE ROYAL 

in'); josi;i’ii Mi'.ARs iw 

Wii.lAAM H. smith. IMS 

IS!i:i KR.N'E.ST lUlI.I.V. t'KlS 

l;)00 ER.MiST HIDSO.V I'»H 

jnw TIIOM.VS J. IllUUN. I'HVS 

V.Kll ERSF.ST U. Rl.UOrr. UK)', 

11101 JOHN \VM. lODI) I'KiS 

IWi onORlaE !•;. IIM.!,. UKIS 

1002 JOHN K. RIIOHhS UKJS 

l!)02 .XRIIU'R IIUSON. looS 

UKU r.OWlN \U HOU.. I'OS 

in03 MNCENT V. rOI.MNI.I- l‘K)0 

3!!IU r.OG.\R J. Mll'-PHERl). 1!H)S 

IWa <V!,L.\.N' HIM.. IW) 

UKW GEORGi; .\. LEE. UKK) 

I'wa JOHN 11. HTHE. UKO 

I'Kja i..\Nm;R j. w. coMi.i.v. ukio 

l!)0;i HERBERT 11. YOUNG. I!H)9 

IMl AEBERT F S.\UM>EK.s I'Kl'i 

inoi WILl.I.lM UWGEORl). lOyO 

UKIl WILMA.M H. BROWN. IW'I 

laoi WIU.IAM O. RILEY. »!)W 

1001 HAJIII.TON H. .STOKEN. UlO'l 

1!HH FRED B. .SHARP. 1900 

11)01 DAVID L. EV.NNS 1000 

I'KH HAROLD S. .MnCHELL. I.W 

IDOl EDWIN WILSON. 1!H)3 

1«0."> frank SHAW. WOO 

lIHlj HARRY BARTON. 11110 

1!)0.7 ROBERT E. .SEALEY. 1910 

190.1 ALBERT E. WELCH. 1810 

1905 GEORGE T. BARTON. 1810 

1905 GEORGE R. DOWNIE. 1910 

1905 JOHN A. McLULLAN. 1810 

1905 FREDERICK C. VERYARU. 1910 

1905 FRANK BREWSTER. 1910 

1900 ALBERT F. SAUNDERS. 1910 

1900 HUBERT DYERS. 1910 

1900 FRED COLLINS. 1910 

1900 JOHN R. BEGG. 1910 

1900 WILLIAM J. BAKHURST. 1911 

1900 HARRY ELLISON. 1811 

1900 CHARLES FIELD. 1911 

1900 WALTER N. H. JOLLY. 19U 

1900 ARTHUR BIRCH. 1911 

1900 WILLIAM H. WESTHROP. 1911 

1900 W. R. MURED DF. WHALI.EY 1911 

1900 HAROLD A. CUTTING. 1911 

1900 ARTHUR WADSWORTH. 1911 

1907 JOSEPH M. McCRUDDEN, 1911 

1907 CHARLES A. THOROGOOD. 1911 

1907 BERNARD F. SANDERSON. 1911 

1907 CHARLES E. PAXMAN, 1911 

1907 FRANK A. ROOT. 1011 

1907 ERNEST J. HAMMOND. 1913 

1807 THOMAS H. FOZZARD. 1912 

1907 LEONARD T. GLOVER. 1912 

1907 CLIFFORD G. MASTEKSON. 1912 

1907 JOHN R. BENNETT. 1912 

m GEORGE C. DYSON. 1912 

YSl ddgar b, uibberd. low 

1908 I RANCLS P. COLEMAN. 1912 


SOCIETY OF ARTS. 

ALFRED F. NORMAN, 
HENRY L. WATT. ^ _ 
ARTHUR WAIXSTVORTH. 
D.WTI) J. HILIDLAND. 
HORK'L B. NASH. 

JOHN K. W. SIELS. 
(.EOKGK E. VASEV. 
LEONARD H, MUND.W. 

I KED'K. C. THOROGOOD. 
ANN W. SINCLAIR. 
\l.FRr.p J. T. FUGGI.E 
( I. .\I. TRU.SSLEK. 

DA\ ID R. ORK. 
FREDERICK J. ALBAN. 
NORMAN D VINE. 

ALLAN HILL, 

WILLIAM A. OAKES. 
RICHIKD S HOVELL. 
WILLIAM IL YOUNG. 
WADE HL’STWICK. 

HENRY OUI.LEN. 

PUKFY WESTBROOK. . 
AEBERT H. BROMWICH. 
GEORGE IL PUDNEY. 
WALTER 1. HERRING. 
GEORGE W. BILES. 
ROBERT H. KAINE. 
GEORGE W. BERREY. 
WILFRED M. VERDO.V. 
FRANK W. I>HH.LIP.S. 
HAROLD R. WEBB. 
ARTHUR E. AVERY. 
WH.I.IAM D. M. HILL. 
CHARLILS M. CROMWE. 
lYALTER H. S. WOODS. 
HERBERT H. CL.\RE, 
WILLIAM RAWSON. 

HUGH D. AITKEN. 
WILLIAM nL.VKE. 
ARTHUR J. CORPE. 
WILLIAM FIELDING. 
GEORGE W. BERREY. 
JOHN CHE.\R. 

GEORGE H. SPEIGHT. 
JOHN C. DOUGHTY. 
PERCY WESTBROOK. 
HENRY SMITH. 
FREDERICK G. BRISTOW. 
SYDNEl’ DAWSON. 
WILMA.M T. B. ALLEN. 
GEORGE E. G.ATLING. 
EDG.IR C. WALKER. 
CECIL I,. HAA'ES. 

JOHN F. BURKE. 
CLIFFORD WARDI.E. 
CECIL A. HEPWORTH. 
BERTRAM G. VICKERY. 
CHESHYRE MALPAS. 
HOWARD C. L. MUSTON. 
HAROM) G. ELLIS. 

AGNES T. LORD. 

BERTIE 11. OUFTON. 
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Medallists of the Royal Society of Arts — Coiiiinueif. 

1912 REGINAl-l) \V. HORSl'Al.l., 1917 FREDERICK AllRO'n'. 


1912 CHARLES H. BOURNE, 

1912 MALCOLM COLLINSON. 

1912 JOHN THOMSON. 

1012 C. R. O'HERLIHV. 

1012 O. C. STEHELI. 

1913 REGINALD HO.\L, 

1913 JOHN F. BURKE. 

1913 ARTHUR JONES. 

1913 LEONARD WILSON. 

1913 WILLIAM J. CHINO, 

1913 JOSEPH BEADLE. 

1913 GEORGE P. JAMES. 

1913 RICHARD J. LAKE. 

1913 NORMAN TWEEDALE. 

1014 SYDNEY DAWSON. 

1914 MAURICE H. MUNRO. 

1914 ARTHUR S. MOORE. 

1914 C. STANLEY PARNALL, 

1914 WILLIAM D. RICHEY. 

1914 CHARLES S. GOLDING. 

1014 FRED BARTLEY. 

1014 ADOLPHUS LAMONT. 

1914 EDWARD C. OVERTON, 

1914 CHARLES W. WARD, 

1914 SYDNEY C. SOUTHGATE. 
lOl.'i GEORGE W, BACON. 

1015 GORDON STEVENS. 

1015 REGINALD G. SMITH. 

1915 JOHN H. IIODDER. 

1015 DAVID R. EDWARD. 

1915 FRANK COOMBS. 

1915 HELEN ODELL. 

191, ■> JOHN S. HANSON. 

191.S ARTHUR R. WATERHOUSE. 
191G FRED WILLIAMS. 

ISlfi ROBERT M. CLARKSON. 
191(1 PERCY PRICE, 
lOlB JOSEPH DORNAN. 

1910 ROUT. W. ARMSTRONG. 

191(1 JOHN EADIE. 

1910 FREDERICK L. KILBY, 

1917 ISAAC WOOLFSON. 

1917. A. W. FERGUSON. 

1917 JOHN L. HOLT. 

1917 GEORGE E. CAME. 


1917 FREDERICK G. HARRIS. 

1918 A.NDRF.IV PICKEN. 

1918 IIMLTER E. STEPTO, 

1918 JOHN McCOUBRF.Y. 

1918 WALTER R. HAMILTON. 
1918 THOMAS G. POWELL. 

1918 PERCY W. SMITH. 

1918 GEORGE J. GRISTWOOD. 
1918 CHARLES W. SUTPON. 

1918 I-REDERICK H. LAWSON. 

1919 LESLIE D. CLARK, 

1919 CLEMENT T. BARTr\. 

1919 RICHARD SEVERS 
1919 ERIC S. BIRCH. 

1919 COLIN VAUGHAN. 

1919 FREDERICK W. EDWARDS. 
1919 WILLIAM B. WING. 

1919 CHARLES F. CARLISLE. 

1920 CHARLES K1LY1NGTON. 

1920 BERNARD E. WILES. 

1920 JAMES H. GRIEEITHS. 

1920 ALBERT J. ELLIS. 

1920 HENRY MURRAY. 

1(00 ELSIE M. JACK.SON. 

1920 JOSEPH COF. 

1920 HARRY ArrON. 

19-20 ARTHUR S. BROWN. 

1020 TREVOR P. JONE.S 
1!120 GARFIELD A. WATKINS. 

1920 FRF.DKRICK H. PUNFOLD. 
19-21 ROBERT LETCH. 

1921 TOM A. HAWKINS. 

1921 HENRY P. HARRIS, 

1921 WALTER J. GODERFl . 

1921 NORMAN A. BALL. 

1921 F. C. BARRADELL. 

1921 PERCY L. GRIFFITHS. 

1921 FRANK H. STOKES. 

1921 RONALD .M. YOUNG. 

1921 DAVINA W. DOIIOI.AS 
1921 LEO H. SAUNDERS. 

19-21 WILLIAM L. THOM \S. 

1921 ERNEST ITCKKN. 

19-21 WILLIAM P. OR.UEs 


H.S.h.. — Accounting and Banking. 

IJKVi EDWIN WII.SON, I'trst Prirc and Silver Medal. 

lIKlfi ClIAS. F, SYNDERCOMDE, First Frire and Silver Medal. 

IJIOG ERNICSl' W. \VE.ST, Second Frire and Silver Modal. 

WOO FREDERICK J. AUIAN, First Prire and Silver Medal. 

WOO NORM.AN D, S'INE, Second iVirc and Silver Medal. 

WW JOHN EANC, FIELD, First Prize and Silver Medal. 

1010 WILLIAM ]. IIACKE'ri', First Prize and Silver Medal, 

1011 jOIlN CUEAH, Second Prize and Silver Medal. 

1012 \RTHUR JONES (Pontvpridd), Fir^i Prize and Silver Medal. 

1012 WILLIAM T. E. ALLEN, Second Prize and Silver Medal. 
lOia ARTHUR E. l^XNGTON, Fintt Prize and Silver Modal. 

1014 MAURICE 11, MUNRO, Second Prize and Silver Metlal. 

10ir> ROSS IIINDLE, First Prize and Silver Modal iBanlcint*). 

Win JOHN J. GLEW, Fir*.! Prize and Silver Medal (Accounlintj). 

101.~ REGINALD THOMAS, Second Prizi* and Silver Med.'d (Accoiintlnp) 
Wir ROBERT M. CLARKSON, Firvl Place and Silver Medal. 
lOir WH.LIAM K. DICKINS. Second Place and .Silver Medal. ^ 

1010 LESLIE D. CLARK, First Place and Silver Medal (.\ccountinpl. 

1010 Riril.\RO F. SMITH, Sea,md Place and Silver Medal (Acconntiiic) 
1020 HOWARD HlRRISON, Firvt Place and SiUer Med.at (Accounting*) 

1020 WALKLYN HA!,LAM, Second Place ami Silver Medal (Accountiny) 
1020 JOHN McCOUHREY. Third Place and Silver Medal (Accovintiris). 

1020 HERBERT J, \VH1TEHM\D. First PlaCt* and SiUeC Medal (Hankine), 

1021 WILLIAM G. W. PHILLIPS, First Place and Silver Medal (Acc4^umi^^u). 
1!’21 F.RNltST R* POSTfVNCE, 'n»ird Place and Silver Medal (Accnnntlnc). 
1021 HERBERT COWPER, inf>t Place and .SiUer .Med.al (Baukinij). 



LONDON CHAMBER of COMMERCE. 

nEKTK.\M I' n.WLICV, Kirsi VrUc anJ Silver Mod.if. 

AI-IIKRT I'. s.M NDEKS. Hr*;! IVi/c and Silver Medxtl. 

T. J. ni'AKN. h.i'.r. VriTC- ol Ml. 

JOSEPH M- MiCKL’DDE.W First Tn/o and Silver Med/*!. 

H. 11. E. HLSH, First Prire and Silver Medal, 

ALFRED E. I P.^'UFXL, First I’rwe and Silver Medal. 

Tf- A. HARVEY. S.;anid IVir*' ami Ilronse MM.tl. , 1 

GEO. T. HAKTOX, \ Joint Winners of the Insmutc of CTiart.-ft,] 
(‘. C. MORTLEMAN, f Accountant-s* Prize of £10 10 0.^ ^ 

\V. BI.AIRMAN’, S<»ffetv of Arrountanis and Auditors’ Prl/e. X-i >• 0 . 

E. J. HA.M.MOXO. Textile Tfai’<*s’ I’riz« of £Z. 

E. \. IIAKBER. 1 , .w 

S. F. JARRETI, ^ Joint \Vinn‘'r< of the T..C.C. Prize of IXJ- 

A. \V. .MITCHELL. ‘ 

C. WESTI.EY. Textile Traded* Prize of £ 1 . 

F. J. HOnOSON*. Textile Trades* Priz- of £*2. , ^ 

\V. C. SNELOROVE. <^•nlr.^l A.«=’rfiriation of Arrmintants’ Prize of d n 

T. G. DIPLOCK, dinrtered Acrount.-ints* Priz^ of X'lO 10 0. 

G. L. HOI.l.OWAA’. L.C.('. Brooze McdaL 
N. F. SMiTfl, “ Wernher. Beit *' Prize of £’*. 

A. C. AMVS, L.C.C. Gold Medal. 

B. H. SIMMONUS, L.C.C, Prize of £X 

C. WESTLEV. Textile Trades* IVize of £.3 
C. F. SVXDERCOMDE, I..C.C. Prize of £1. 

H. G. S. HANSON. Textile Tratlcs* Prize of £2. 
n. THORNTON. Textile Trades* Prize of £1. 

S. GODDARD. Textile Trades* Prize of £1. 

l^OS ' 1 Joint Winners «f tlv' L.C.C. Prize of £3. , 

A. GOLDBCRG, L.C.C. Prize of £2. 

W. S, WARREN. L.C.C. Prize of £1. 

G. E. MARLER, Central .Association of Accotintants’ Prize of £.3 a t). 
PERCA' WESTCROOK, Chartered Accouniant.s* f’riz.e of £10 10 0. 

W. ALLEN, Socictv of Accountants and .Auditors* Prize* £"> 5 0. 

E. GRF.A*. L.C.C. Gold Medal. 

G. LE\’Y. L.C.C. Bronze MedaL 

iC iT. J' 

F. G. CRADSTREET. f 

L. G. ATTRILL, Central As.soclallon of Accountants’ Prize nf £3 3 0. 

P. HUGHES, L.C.C. Prize of £3. 

S. W. DIXON, Textile Trades* Prize of £3. 

J. H. G. BOX, Textile Trades’ Prir,? of £2. 

F. B. CREED, Textile Trades’ Prize of £1. 

R. A. P.ARLSH. Institute of Chartered .Accountants’ Prize of £10 10 ()." 
W. F. BUTLER, .Silver Medal. 

ALBERT H. BROMWTCfl, Second Prize and Bronze .Med.al. 

H. B. WADE, The ** Wernh»T. IVit *’ Prize of £.“. 

A, H. ARNOLD, I,.C.C. Prize of £3. 

.S. AA*. HARRISON, Central Association of Accountants’ Prize of £3 3 o. 

S. INDER, Texti!*’ Trades* Prize of £3. 

AV. C. HOPCRAFT, Textile Trades* Prize of £2. 

F. J. HINXMAN. Textile Tr.ades* Prize of £1. 

AV, J. A’INCE.VT, Textile Tradc.s* Prize of £1. 

F G^ fSaYLFA*. I Joint Winners of L.C.C. Prize of £1.; 
.ALFRED H. JOHN.SON, Textile Trades’ Prize of £1. 

ROUAND LONGTHORNE, Textile Trade.s* Prize of £1. 

H. F. R.AVENSCROFT, Society of Accountants’ and Auditors* Prize, £ 5 . 
REGIN.ALD H. A'ATES. Textile Trades' Prize of £2. 

.S P BAILEA*. Second Prize and Bronze Medal. 

H. BlCKERTON, Textile Trades’ Prize of £3. 

ALFRED 'S^'sHErPARD, } P' >''C L.C.C. Pn^r ot >n. 

A£.raiS?G^SVMES. 1 or U,, L.C.C. Prize of £1. . ' 

F. A. .SHRLMPTON. Central Association of Accounfant.s’ Prize of £3 3 0 
R. C, BROWN, Institute of Chartered Accountants’ Prize of £10 30 0. 

N. A^MoItA’N. 1 Winners of the L.C.C. Prize of £3. 

R- A. A'OUNG, Central As.sociatinn of Account.'inf.s* Prize of £3 3 0, 
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Joint Winners of the L.C.C. Prize of £5. 
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Incorporated Secretaries’ Association— 

1914 A. 13. REAV, Third Place, Intermediate, June. 

1914 AR'l'HUR JONES (Swansea), Second Place, Linennci^ 

19l> H. DACKE, First Place, Intermediate, June. 

1915 T. TVLER. Second Place, Intermediate, Juyy ^ 

•1915 W, COLDWELL, Third Place, Intermedia^, , - 

, Pl.i A. E. MOUNCHER, First Place, Final, J//e?*% » 

1915 R, J. COLE, Third Place, Final, June. //«, , , 

1915 A. G. IJI LL. First Place, Final, Hec. I i, I 

I'JlfJ H. DACRE, First Place, Final, Dec. I ^ * 

1918 S. G. RHODES, First Place, intermedi;® .VrfJcf- V' 

UNION of EDUCATIONAL m@'TUTIpNS 

I9h> S. K. FIELD. First Prize. Elcnn. niarj-. ^ 

I91G EDGAR (i. .\BEL, .Second Prize, Elcmcntii^K 

Miscellaneous Medallists and Prtija^fenndl^ 

PKG KICGINALD E. MULLO.N, First Place, Con«*g*^St^cceptor? 

19(Ki GEORGE MORTON, First Prize and Silver Medah^^SSl^'^tr^- 
PiO^i THO.M.AS HAWORTH, Second Place L. & C. Union. ' '** ' 

1906 FREDERICK GRIITTni, First Place L. &■ C. Union. 

U*07 A. E. JONES, Silver Medal of the Liverpool Incorporated AccnunlaitU. 

1908 P. KELLY, First in the U.K. at the Taxes Exam, of the Civil Service. 
11H)B N‘. S. FISHER, First Prize and Silver Medal for Commercial Corres- ■ 
pondence, awarded by the National Union of Teachers. _ ' 

190S .N. S. FISHER, Second Prize and llronze Medal for 'Hieory and Practice 
of Commerce, awarded by the National Union of Teachers. 

1003 C. H. MERREV, First Prize, Advanced Book-kcepinf* of the Midland C.U, 

1908 MARGARITE BENNELL. First Place, Colle/jc of Preceptors. 

1903 G. G. DUDDLES. First Place at the Examitiaijon of Grocers, and 
Winner of -Silver Cup and Purse of X*20. 

1909 ARCHILOUS TEMLETT, Second Place. College of Preceptors. 

IJKKI FREDERICK J. ALD.^N, First Place Final E.xamination of Institute 
of Municipal Treasurers and Accountant.^. 

1909 W, A. O.AKES. First Prize at Inter. Exam, of Chartered -Accountants. 

1909 WILLIA.M CUNLIFFE, First Place. Institute of Hankers. 

1907-&-9 HUBERT GRLME, Quadruple Prizeman, Lanc.nshirc and C. Union. 
1910. G. C. DUDDLES, First Place at the Exam, of the Institute of Grocers, 
Winner of “ Cadbury Prize of £100. and the *' Williams ” Prize. 
1911 J. H. ROGER.S, -Silver Medal for Business ^ielhods, L. & C. Union. 

1911 E. ASHLEY O.AKES, First Prize, Final. Chartered .\ccountanlF. 

1912 JOSEPH E. STONE, First Place at the Exam, of the National A:«socia* 

lion of I.oca( Government Officers. 

1913 -ARTHUR JONES (Swansea), First Place at the Examination of Grocers. 
191.3 W. J. HOUGKISS, First Place, Lancashire and Chc.'thire Union. 

1913 P. .S, RANDALL, First Place. Union of Educational Institutions. 

1913 H. EVERETT, the only Candidate who took full marks out of 685 for 
Book-keeping, Second Division Clfrk.s, Civil Scrsdcc, October. 

1913 HAROLD GIB.SON, First Place, L. A: C. Union. 

1913 WILLIAM O. J. URRA', First Place. Centra! .Ass. of Accountants. 

1914 A. S. PERUM.AL, First Prize of SKW, Government Examination of the 

Federated Malay Stafcp. 

1914 A. G. SA’MES, First Prize and Silver Medal, Auettonrers’ Tnstitutc- 
1914 RICH.ARD G. PA’E, .Second Place. Final Exam, of Institute of l.luni- 
clpa! Treasurers’ and .Accountants*. 

1914 WILFRED MORRI.S, Bronze Me<Ial, Bosinc*ss Training. R.S.A. 

191.5 ARTHUR E. LANGTON. First Prize of £100 for Comm-rri.il Knowledge. 
191." -A. G. SYMES, First Prize of £15 and Silver Medal, SurvryoT.s’ 
Institution. 

191.5 ARTHUR EVAN'S. First Plarr and Bronze Medal. R.S.A. Fusin''^*' 
Methods. 

1915 ARTHUR JONE.S l.So-ansoa), Silver Medal Standard, R.S«;5., TltCtsrj' 

and Prartlce of Commerce. 

1915 GEORGE E. J.IacF.ARUWE, First Prize, Izmdon ,A«s. of .Arcts., Jutk*. 
19ir> DWID K. EDWARD. Gla^gowChamber of Commc'ceCa'ii Prize of £5. • 
3915 R. JONES. First Place, L.A..A., Dec. 

I9in JOHN AVHOOLEA', First Prize. DepL. nf Aprlculture. Irel.and. 

191G R. JAA'ARAM. Gold Medal. L.C.C,. in Methods and Idachlnery of 
Business. . , 

1917 G. E. MacFARl-ANE, Fir.si Prize and Silver Medal, N.U.T., Theory and ' 
Practlcje of Commerce. 

1317 JOSEPH LYNCH. 5^ertmd Prize and Bronze Medal. N.U.T., Th^'orr and ,, 

practice of Con»rnerce. 

W. t- GOV’ARf). Silver Medal, L.r.C. BusIik-ss Melh-'-ls. 

-1 LIM K. LIANG, Second IMacc, StraiLs S. Gov., Book-hcepini;- . - 
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Cheapest Textbook in the English Language, 

1,000 Medals and Prizes! Highest Successes in U.K. 

THE STUDENIT’S 

(First Prizes njrnin,) COMPLETE (First Prizes nRain.) 

(l OmilElleiftL ROOK-KEEPme 

fiAGCOUNTING m BANKING. 

'J. ^ 

ARTHUR vFiELDHOUSE, Account%t&nd Auditor, HUDDERSFIELD, 
who will forward copy Inde(r cdnlnining 2000 references, on 
receipt of post card, addressed w P.O. Box A. 27, Huddersfield. 

, ... - 

29th EDITION.- 980 PAGES. 

400 Exorcises with Answers, 1922 Exam. Papers. 

Price 7/6. 500 Commercial Terms. 850,000 Copies Sold. 


ONE THOUSAND GOLD, SILVER and BRONZE MEDALS and 
PRIZES have been secured by candidates usinu this wort: in con- 
nection with the exams, of the Royal Society of Arts, the London 
Chamber of Commerce, the National Union of Teachers, the Midland 
. Union, the L. & C. Union, and the Incorporated Accountants. 

IT IB THE ONLY RELIABLE, COMPLETE, AND UP-TO-DATE 
GUIDE TO ALL BOOK-KEEPING EXAMINATIONS, 

INCLCDINC, 

CHARTERED AND INCORPORATED ACCOUNTANTS. 

This up-to-date Booh includes Banking. Cheques, and Bills of Exchance ; 
Limited Partnership Act, 1907; Income Tax and Finance Act, 1922 ; 
Companies Consolidation Act, 1908; Bankruptcy Statements ; Branch 
and Cost Ales., Double A/c. System, Insurance Afes., Published A/cs. and 
Executorship A/cs. Every page stamped with Twentieth Century 

Methods. 

IT IS THE DESK BOOK IN ACCOUNTANTS’ OFFICES. 


Send Post Card to P.O. Box A. 27, Huddorsfleld, for copy Index. 
London; SIMPKIN, MARSHALL, HAMILTON & Co., Ltd, 
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A SERIOUS TALK WITH 
EARNEST OFFICE MEN. 


HAVE YOU EVER THOUpf^SisSS 

men engaged in business life— qualifiyJjS^s jWtL a definite 

professional status, with remuneratlo^pcc^^^^ 

Consider, for example, the foll^wii^^ofessioiniifSocielie^^'^lfOT.'ship of 
which confers the right to utilise tb^^r^tive injt)i|4i«>dlcated Y“^|W 


Institute of Chartered Accoumairtl ->30 

Chartered Institute of Sccrcrai^lf^' Qi..*' ' ... ... »]^cJhS, 

Incorporated Secretaries' >S^^^on^., A. 

Society of Incorporated Acc^ij^pts A^jtfftors 
London Association of AccountmtsOS^i- 

Institute of Cost and Works Acl^ii^nt^^^ ••• JS^.W.A. 


Possessing one of these qualifications 0^2^ 
business undertakings for your services in sii^ 


^tition amongst 


Company Secretary 
Private Secretary 
General Alanager 
Office Alanager 
Company Director 

I, jdven ordinary diligence on 


Accountant 
Cost Accountant 
Cashier 

Works Alanager 
Auditor, etc. 


Then,^vM ordinary dilij^ce on your own part, your futtire career is 

6.U. CENT. LIB. uSaIPUB 

The obstacles ! They are purely imaginary. One or other of these valuable 
examinations Is open to EVERV ambitious man or v.*oman engaged in business, 
without payment of any premium or service under articles. The necessary 
coaching may be undertaken tsiihout interference with your present employ* 

ment, and the cost of the necessary training is quite moderate. 

One of the above-mentioned examinations is easily within your reach- 

hour or two per day for a few months— and the thing is done ! 

If you would like to know more about these examina- 
tions, and how to enter for them, send a post card, 
TO-DAY/ for the "STUDENTS' GUIDE." gratis and 
post free, 

METfiOPOLITAN COLLEGE 

”Lid» ' 

ST. ALBANS. 



What a London Medallist Says 


' BARKING, 

4th April, 1911. 

Arthur Fieldhouse.-Esq., . 

Accountant & Auditor, - 

HUDDERSFIELD. 

Dear Sir, 

I have much pleasure in informing you that in 
the preparation for all my Examinations your textbook 
has been my chief source of instruction, and was, 
undoubtedly, largely ''instrumental in my ultimate 
success. 

It has been my constant companion since first 
undertaking the study of Book-keeping and Account- 
ancy, and have I no hesitation in saying that it is 
certainly one.of the most lucid and complete works on 
the subject. 

You will be glad to learn that your book was 
in use at the East Ham Technical College, attended by 
me during the past session. 

I remain. 

Yours faithfully, 

R. A. PARISH. 

Winner of the L. C. C. Prize of £10 10s. od. 
Awarded by the 

i 

fNSTITUJ^E CHARTERED ACCOUNTANTS. 



PITMAN’ S JOURNii.^, 


In "Answers to Correspondents,” says: — 


“ K H.S. has worked through all the 
examples in Fieldhouse’s book, he should 
certainly have as^GOOD a KNOWLEDGE 
of Book-keeping as is ordinarily necessary.” 


“The Secretary, the organ 

ol the Chartered institute ol Secretaries, says; — 
“This Book is as good in its way as Gorc-Browne’s 
‘ Handbook on Joint Stock Companies’ Law,' or 
Palmer’s ‘ Shareholders’ and Directors’ Legal Com- 
panion ’ : its editions are exhausted as rapidly, at the 
rate ol One per annum, and It is equally practical. We 
are not aware of any publication, issued at the same 
price, which covers the same ground as completely, or 
in which the difficult art of condensation without con- 
fusion is so v;ell displayed. The student who works 
out the questions intelligently will be WELL 
equipped for a business career.” 
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Indigo. 
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„ 2. Sold Bengal Indigo for Cash 8 3 6 

„ 2. Invoiced C. Slee, Bengal, £126 8 9 ; Kurpah, 
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PREFACE to the THIRTIETH EDITION. 


The present edition has not only been thoroughly 
revised and entirely reprinted, but it has also been 
enlarged, so as to include most of the recent elementary 
and intermediate examination papers. No other 
work on this subject possesses the advantage of having 
been written by one who combines the knowledge and 
experience of modern business and accountancy with 
the requirements of the classroom, where he has taught 
3,000 students ; in other words, he is, at once, a business 
man, a practising accountant, and a teacher. 

The principles of the science are thoroughly taught, 
while the practice of the art and current business 
methods receive their due share of attention. Practical 
v;ork and up-to-date methods are a special feature. 

Graduation in the arrangement of the text and 
exercises is maintained throughout, so that the teacher, 
and his class, as well as the self-taught student, find 
their t.ask considerably lightened. All difficult points 
are IttUy explained and well illustrated. 

As an Examination Guide it is unequalled. One 
thousand Gold, Silver and Bronze Medals, and 
Prizes, including one Cash Prize of £100, secured ny 
students of this book, all at recent competitive public 
examinations, is, indeed, a marvellous record. 

As a Twcntleth-Cenfury Work of reference and 
office handbook it is becoming increasingly popular, 
being in constant use in hundreds of accountants’ 
offices. A dozen men ht oitr office have made it their 
compamort, says one of many correspondents. A 
glance at the Index is sufficient to convince anyone of 
the permanent value of the book. The list of ’sohools 
Using this book in London, the Provinces, and through- 
out the British Empire, as well as the hundreds of 
testimonials received, would require a substantial book 
for their reproduction. 


( 7 riuily Street, 
Huddersfield, 

Ihloher. rp.’j. 


.l.F. and li.E.Fi 
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INTRODUCTION. 


A knowledge of Book-keeping is absolutely essential 
to the satisfactory conduct of any business, however 
small. A Merchant’s books may be regarded as his 
mercantile chart, from the consultation of which he 
should be able to ascertain, not only his exact position 
on the turbulent sea of commerce, but also to learn 
whether the course he is pursuing is likely to take him 
into the harbour of competence and wealth, or the 
Official Receiver’s refuge. 

It is a matter for regret that penal laws should be 
found at all necessary. On the Continent the use of 
the “ Journal ” (in which every entry must be made 
before posting to the Ledger, this being known as the 
Continental System,) is made compulsory, under heavy 
penalties for non-compliance; and in our own country 
bankrupts are liable to punishment for failing to keep a 
sufficient record of their business transactions. One 
would have thought that the satisfaction arising from 
recording their affairs in accordance with correct 
methods of book-keeping, would be sufficient induce- 
ment to traders to learn to understand and practice 
thoroughly systematic and intelligent Book-keeping. 
That this is not so, is evidenced by the fact that, every 
year, hundreds pass through the Bankruptcy Court, 
who have either kept no books at all, or those kept are 
scarcely intelligible. Next to extravagance, inefficient 
book-keeping is one of the principal causes of 
insolvency. 

The cause of such a state of things is, probably, not 
far to seek, for while adequate facilities for all kinds of 
professional training have been provided in this coun- 
try, commercial education has been sadly neglected, 
and it is only during recent years that attempts, more 
or less serious, have been made to remedy this state 
of affairs. 

Training is quite as necessary for a commercial life 
as it is for a professional one; and unless the youths of 
this country become willing to equip themselves 
thoroughly for the career upon which they enter, they 
will assuredly have to stand down while others will take 
their places. 
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SUGGESTIONS for TEACHERS. 


1. As suggested by the Syllabus of the West Riding County 
Council each class should be taught collectively ; a portion of each 
lesson being devoted to the explanation of principles, transactions 
and terms, and a portion to the elucidation of difSculties met 
with in the home work. The class should be questioned as to 
the correct way of entering up each transaction, and the reason 
therefor. 

2. In addition to dealing with the explanatory matter occur- 
ring between, and relative to, each exercise, you should also 
include in the lesson the e.xplanation of a few of the mercantile 
terms, as well as the filling up of cheques, bills, and other forms 
specified by the Syllabus. 

3. Although the first nineteen exercises are not essential, I 
find the working thereof of such service to beginners, by reason 
of their educational value and the material improvement it efiects 
in the style of the pupil’s subsequent work, as to warrant their 
inclusion. 

5. Generally speaking the Syllabuses of the public examining 
bodies arc covered in the Elementary Stage by working exercises 
1 to 35. in the Intermediate Stage by working up to exercise 100, 
and in the Advanced Stage by working up to the end of the 
Complete or Advanced book. 

6. In order to fix thoroughly the principle of double entry in 
the student’s mind the nine exercises, 19 to 25, should first be 
journalised, posted, and a trial balance prepared. Then the next 
exercise, 26 (page 90) should be worked on the practical method 
only, followed by the re-working of exercises 20 to 25 on the 
same method. The students will then be able to compare the 
theoretical with the practical method of recording the same 
transactions. The six exercises, 27 to 32, are specially designed 
for practical working only, after which all the exercises in the 
book should be worked practically. The answers to exercises 20 
to 32 are given on page 30. 

6. The tendency of modem examinations is to require from 
the candidate a more detailed acquaintance with the practical 
methods used in business houses than was formerly the case. 
Some Examiners are so possessed with the idea of the practical 
that they either neglect or discount the theoretical and educa- 
tional aspect of the subject. In other words, thev recommend 
beginners to learn practical Book-keeping before" acquiring a 



sound knowledge o£ the theory and principles. Every teacher 
knows that this method is educationally wrong. Those teachers 
who, contrary to the ad\ ice of the author, wish to teach practical 
Book-keeping from the very first lesson may do so by commenc- 
ing with the chapter on Practical Book-keeping, page 79. No 
more exhaustive exposition of elementary practical work will be 
found in any book on the market. 

7. We are also told by some Accountants, whose work brings 
them into contact with the accounts of large concerns and limited 
companies, that there is now no necessity to teach the keeping of 
a Goods A/c., notwithstanding the fact that such an account is so 
practical as to be kept in thousands of small businesses. While 
students should be taught that in businesses with sales running 
into thousands a year, separate accounts should be kept for Stock, 
Purchases, Returns Outwards, Sales, Returns Inwards, there as 
no necessity to open these five accounts in a small business, for 
which a simple Goods A/c. is quite ample. Because some large 
concerns keep two Cash Books, one for recording Receipts and 
the other for Payments, it would be unreasonable to insist that 
every small business should adopt such a method. It has been 
suggested that all reference to the Goods A/c. should be deleted 
from this textbook, but such an omission would render the book 
imperfect, for two out of three Examiners are still setting Papers 
and asking Questions involving its use. It would be much more 
reasonable to suggest the omission of all reference to that farce 
known as Single Entry, upon which some Accountants and 
Examiners waste so much energy. 

8. The Exercises and Examination Papers included in this 
work are larger in number and greater in variety than those 
contained in any other textbook, covering every conceivable 
transaction in all stages of the subject. The Teacher has choice 
of Exercises and Papers of varying length, some of which may be 
worked in a few minutes, while others require two or three 
hours. It IS quite impossible to include every Examination 
Paper in a work of this description, as between 70 and 100 
Papers are set each year. The average Examination Paper is 
merely a duplication of common transactions. It is important, 
however, that the text should be kept np-to-datc, and this is the 
only textbook which is able to do this by reason of the fact that 
it is revised and entirely reprinted every two years. It is also 
worthy of note that this is the only work to which there is a 
PULL KEY, a new edition of which has recently been published 
aucluding the solutions to the Examination Papers for 1921, 
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INSTRUCTIONS to STUDENTS. 


1. You will be required to proYidc yourself with 
such Manuscript Books as directed by the teacher- 
Those sold by the Author, Arthur Fieldhouse, P.O. Box 
A. 27, Huddersfield, at 2/4 per set, post free, will be 
found very serviceable. 

2. Never fail to bring with you to the class your 
textbook, note book, manuscript books, medium 
pointed pens and blotting^ paper. Broad-pointed pen- 
nibs should never be used. 

3. Most of the exercises will first need to be worked 
out on sheets of paper, and, after having been corrected 
by the teacher, neatly copied into your manuscript 
exercise books. 

5. Never leave an exercise unfinished on account of 
some error, but search it out, remembering that the first 
essential of Book-keeping is Accuracy, 

5. Let your writing and figuring be such as will 
give a neat appearance to your work. Figures must 
not be joined together. Books kept in a slovenly 
scrawl, or in flourished writing, are a discredit to the 
book-keeper and an eyesore to his master. Let 
Legibility and Neatness be your motto*^ 

6. When entering an account^ place the particulars 
of the second and each succeeding entry the same 
distance from the left-hand margin as the first entry, so 
that the first letter in each word forms a perpendicular 
line of capital letters; and in the money columns place 
units under imits, tens under tens, &c. To commence 
one entry further in than another, or to misplace 
figures, detracts from the orderly appearance oT your , 
work. 

7. Never insert noughts in the money columns 
when unnecessary to the amount, as they are liable to 
lead to confu^n when totalling. A dot or dash is 
preferable. 

8. Let all horizontal lines be thinly ruled in_£edJs3L* 
Rule one line above every total and tivo lines underneath 
every final total, but do not rule any lines after a total 
w'liich is carried forward. ^ 
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9. Always place the indication of a £ by the side of 
each total, thus : — £626 10 6. 

10. Remember that every transaction must have a 
date, both in the subsidiary books and the Ledger. 

11. Do not fail to place Dr. and Cr. at the head of 
every account. ^ 

12. Write the names and hee dings of books and 
accounts very boldly, so as to make them distinct and 
conspicuous. 

18. The totals of both sides of an account should 
always be placed on a level with each other, even 
though there are not the same number of items on both 
sides. 

15. Never insert balances or totals in ink until you 
have checked their correctness.*' 

15. Never scratch out an incorrect entry, but rule 
it through so that the error may still be visible on 
inspection. Scratching out is untidy and likely to 
create suspicion. 

16. Regular attendance is of great .importance. An 
evening student should make a point of being present at 
every meeting of the class, otherwise he finds himself 
seriously handicapped, as it is generally impossible for 
his teacher to depart from the syllabus and repeat a 
lesson — it would be an injustice to those who attend 
regularly to do so.. The progress of a class as a whole 
is, and must be considered before that of a few 
stragglers, who often blame their teacher for the result 
of their' own irregularities. Continuity_qf__worl^is , 
essential -to. progress. X ' 

17. Endeavour to be in your class five minutes' 
before the appointed time. The unpunctuality of a feW. 
frequently wastes the time of many students.. 

18. If you are desirous of being a credit to yourself 
and a source of satisfaction to your teacher, do not fail 
to complete, most carefully, the whole of your home 
work. Without work, progress is impossible. Do not 
wait until the arrival of the next class day before you 
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commence to hurry through your exercises, but com- 
mence immediately you reach home on leaving the 
class. Do a portion each day. Do not wait until you 
have a complete hour at liberty before you commence 
'your exercises. “ Procrastination is the thief of 
time,” therefore utilise the five minutes you have before 
breakfast, the ten minutes after dinner, the fifteen 
minutes at tea time,, etc., and you will be surprised at 
the result. In this manner the busiest youth can devote 
from thirty to sixty minutes each day to his studies. 

19. If the instructions with reference to tlie working 
of the exercises are not complied with, the teacher may 
not only refuse to correct your work, but may require it 
to be re-written. Pencil work will on no account be 
permitted, therefore use ink always. 

20. You mUst not forget, in the study you are about 
to commence, that you w’ill not be taught to keep the 
books of any particular trade, as a grocer, a draper, a 
cloth merchant or an engineer; but that you will receive 

\instruction in the principles of book-keeping and their 
, general application to modern business, which know- 
ledge may be readily applied to the books of any specific 
business, which vary only in matters of detail. 

Efficient book-keeping is an absolute necessity, for 
three reasons ; (1) Personal, control over the business 
and the satisfaction of ascertaining results as to true 
financial position; (2) Commercial, business depends to 
a large extent upon the accuracy of the information con- 
veyed by the books; (3) Legal, the avoidance of the 
penalties incurred in case of Bankruptcy, Income Tax, 
Stc. 

PROPER ACCOUNT BOOKS. 

“The case oj who had traded as an ufholsterer 

tn Street, London, E.C.. came before the Court ufon 

an effheatton by the debtor for his order of discharge. 

His Honour said he noticed that the debtor had kept 
proper books of account, and they had been periodically 
balanced. This was so unusual a record that he should 
mark his appreciation of the debtor's conduct by granting 
him an immediate order of discharge, subject onlv to a 
judgment for iilO.’’ 




BOOK-KEifelNfe'!/i !- 

, .Book-keeping is the science and art of recordings in 
books pecuniary transactions, so unremittingly and so 
accurately, that you are able at any time to ascertain 
(1) the result during a given period, (2) the exact state 
of your financial affairs at the end of the period, or any 
portion of them, with clearness and expedition, and to 
prove their accuracy. 

2. The practice of scientific book-keeping is no mere 
experiment, the results of which are doubtful and un- 
certain. On the contrary, every result you obtain may 
be relied upon as being absolutely accurate, because you 
can prove your books as easily as you can prove a multi- 
plication sum by division. This is very desirable as it 
affords the information which will enable you to protect 
yourself against excesses and, generally, keep due con- 
trol over your business affairs. 

3. If all the facts relative to your business be 
properly recorded in your books, you should, at any 
time, be able to obtain ready answers to the following 
amongst other questions : — 

1. What amount do I owe to each person? 

2. What amount is owing to me by each customer? 

3. Am I gaining or losing? 

4. What are the sources of my gains and losses? 

5. Am I solvent or insolvent? If the former, what 

is the amount of my Capital? If the latter, 
what is the amount of my deficiency. 

4. The principal cause of Book-keeping is Coin- 
mepce — the interchange of surplus goods or commodi- 
ties. Another cause is that of Services rendered by 
professional men. These exchanges result in what 
are known as Transactions, which are the acts per- 
formed by two persons in buying, selling, paying, receiv- 
ing ; in fact every act involving the transfer of money or 
money’s worth, from one to another, and every exchange 
for value, whether money’, goods, or debts, which takes 
place in your affairs. Every financial change which 
occurs in your business is a transaction, even though no 
specific act is performed at all ; for instance, if you are 
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THE LEDGER. 


8. The book wliich contains this collection of 
Accounts and in which the answers to the questions 
specified in par. 3 are to be found is called the Ledger. 
It is the most important of all Account Books, in fact it 
is the only essential book. It contains a condensed 
and classified record of all the pecuniary transactions of 
the business, transferred, or posted from the Books oi 
Original Entry. The Ledger thus becomes the perman- 
ent storehouse of all the transactions, in a form cap- 
able of ready reference. It facilitates the prompt col- 
lection of money due. 

9. It is found convenient and economical in the 
keeping of accounts to have the pages of the Ledger 
vertically divided into two equal parts; each of which 
is sub-divided into four sections; the first section being 
for the date; the second, the particulars; the tliird, the 
folio; and the fourth, the amount; as follows : 


TWO PERSONAL ACCOUNTS IN THE LEDGER. 
Dr. AHrefl Sykes, 16 Park Row, Leeds. Cr. 


Date. 

Piirtecuiars 

of 

Transactions. 

Fol, 


Date. 



Farticuiars 

of 

Transactions. 

Fol. 

Amount. 

1906 
Jan. 1 

To Goods 

3 

£ 

150 

■ 

d. 




1 £ 
t 

j 

s. 

d. 

Dr. Asa Clay, 20 South Lane, Hull. Cr. 

Date. 

Particulars. 

Fol. 

1 

Amount 

Date. 

Particulars. 

Fol. 





£ 

s 

d. 

190C 
)an. 1 

By Goods 

3 

£ 

56 

s. 

a. 


10. In starting or opening an account in the Ledger 
the first thing to be done is to name or label it, as shown 
in the above examples. Just as a grocer would be care- 
ful not to put cayenne into a drawer labelled “ Snuff,” 
so you must be careful not to record Sykes’s transac- 
tions in Clay’s account, or vice versa. 
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11. The word DEBTOR, used as a noun, means one 
■who O'Wes value to another; as an adjective when 
referring: to the debit or left-hand side of an A/c. A debit 
is a charge ; hence a person must be debited with what 
he receives. To debit is to charge against, to enter or 
set down a sum on the debit or left-hand side of an A/c. 
You will notice from the first account that Sykes, your 
customer is ‘‘ Dr. To Goods, £150,” which means that 
he is Debtor or owes this amount to the owner of the 
Ledger. 

The word CREDITOR means one to -whom value is 
owing. The credit side (Cr.) of an A/c. is the right- 
hand side. To credit is to enter or set down a sum on 
the Cr. or right-hand side. Clay’s account shows 
him to be “ Cr. By Goods, £56,” which means that 
he is Creditor or is owed this amount by the owner of 
the Ledger. 

12. The student must bear in mind that each tran- 
saction must be considered as having no connection 
whatever with any that precedes or follows; and must 
therefore treat each one as standing alone-, otherwise 
the terms Dr. and Cr. may appear conflicting. 

13. LEDGER ACCOUNTS may be divided into two 
great classes; Personal, those having to do with persons, 
such as merchants and customers; and Impersonal, 
those not having to do with persons, such as goods, 
cash, capital, profit and loss, S:c. Impersonal A/cs. 
may be further divided into Real A/cs. and Nominal 
A/cs. Therefore, however numerous and varied the 
a/cs. in the Ledger may be they can all be resolved 
into three classes : — 

1. Personal, which record transactions with the 

persons and firms with whom a trader deals ; 
that is, with debtors (customers) and 
Cl editors. 

2, Real or Property, which contains a record of 

property, possessions or things owned by 
the trader as Cash, Goods, Raw Materials, 
Leases, Buildings, Land, Ships, Furniture, 
Plant, Machine!7, Stores, Stocks and 
Shares, Cattle, Rills of Exchange, Goodwill, 
Patents, Copyright, Trade Marks, &c. 



In 

3. Nominal, Fictitious, or Proprietary, which 
record the ^ains and losses, also the net 
worth of the trader, and which supply the 
results of the trading, such as the Trading 
A/c., Profit and Loss A/c., or the sub- 
divisions thereof, as Trade or General 
Expenses, Interest, Discount, Wages, Bad 
Debts, Depreciation, Repairs, Renewals, 
Rates and Taxes, Rents, &c. 

15. It will be found instructive in working the 
following exercises, to regard yourself as A. Pupil, a 
merchant, whose books you are engaged in entering up. 
This will prove particularly helpful in deciding the 
question of Debtor and Creditor. 

In order that you may, at once, become familiar with 
the method of keeping a/cs. in tlic principal book, the 
Ledger, I will, first of all, place before you a few illus- 
trations and exercises on the three classes of a/cs. — 
Real, Personal, Nominal. First, a Real A/c — 

16. GASH. As the receipt and payment of Cash 
are two of the commonest transactions I will narrate a 
few, from which you will arrange a Cash A/c., remem- 
bering to debit yourself with what comes In, viz. : — 
Receipts; and to credit yourself with what goes Out, 
viz. ; — Payments. 


Exercise 1. 

1906. May 1. Cyril Dodd pays me £25 

,, 2. Dan Cross do 30 

„ 3. I pay Sam Tate 30 

,, 4. Do. John Green 16 

„ 6. Do. Henry Wild 6 

,, 0. Den Thorp pays me 10 

„ 7. Levi Read do 18 

Dr. My Cash R/c. Or, 


Dr. My Cash R/c. Or, 


1906 

I 

In. 

£ 

s 

d 


Out. 


£ 

s. 

d. 


Keceipts. 






Payments. 





Mayl 

To C. Dodd 


25 

- 

- 

May 3 

By S. Tate 


30 


. 

2 

„ D. Cross 


30 

- 

- 

4 

„ J. Green 


15 



6 

„ B. Thorp 


10 

- 

- 

0 

„ H.Wild 


6 



7 

„ L. Read 



18 






1 










1(5 


It is quite clear that \ou received items 1, 2, 6, 7, and 
therefore debited jour Cash A/c. ; and that items 3, 1, 

5, were payments, which required to be Credited. 

16. You will notice that the word TO is prerixcd to 
each entry on the Dr. or tcff-liand side; and that the / 
word BY is prefixed to e.ach entry on the Cr. or right- 
hand side of the above a/c. 

You must never use the name of an afc. in that ajc. : 
thus in the Cash A/c. you must not enter “To ” or 
“ By Cash." The fact that an amount requires enter- 
ing in the Cash A/c. is proof that it is cash. In everj' 
a/c. you must show To whom or what the a/c. is Dr., 
and By whom or what the a/c. is Cr. : in other words 
the source of its receipts and the object of its payments. 
Therefore the first receipt is read thus; “ Cash A/c., 
Dr. To C. Dodd for Cash received from him, £25,’’ and 
the first payment thus; “ Cash A/c., Cr. By S. Tate 
for cash paid him £.30.’’ 

17. The sum of your W'ealth is called your Capital; 
therefore w’hen opening a Cash A/c. with “ Cash in 
hand,” you must not enter your name opposite tliat 
sum, but must use either the words To Capital, or To 
Balance, £33. 

Arrange two Cash A/cs. from the following : — 


EsetcUe 2. 

1906. Slay 8. Cash in hand £33 

„ 8. Paid T. Hall 20 

,, 9. Do. A. Gee 10 

„ 10. Received of Cook 8: Co. ... 70 

,, 11. Sent to F. "Wood 25 

„ 12. Z. Sluir pays me 16 

,, 13. H. Sykes gives me 25 

,, 14. Paid into Bank 60 

Exercise 3. 

1906. May 15. 1 have Cash £29 

„ 16. I pay A. Hill 13 

„ IV. Received of A Clay 36 

„ 18. Evans & Co. pay me 28 

„ 19. Paid for Wages 10 

,, 20. Do. Goods 47 

„ 21. Received for Goods 39 

„ 22. Deposited in Bank 62 
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18. BALANCING. Now return to Exercise 1, as 
worked in your Manuscript book, and add up both sides 
of the a/c., placing the total of the Cr. side under- 
neath the total of the Dr. side, on a piece of paper. 
Subtract one total from the other, and find the difference 
as follows : — 

Dr. Side £83 

Cr, „ 50 

Difference ... . £33 

This difference of £33 is the balance, and the Cr. side 
being the lesser by that sum, it requires placing on that 
side, prefaced by the words By Balance, in order to 
make the two sides equal. Then insert the total £83, at 
the foot of both sides, as shown in the example below, 
and rule off the total in red ink. This operation of 
equalising the two sides of an a/c. is known as “ balanc- 
ing,” o/d. means carried down, and b/d. brought down. 

The £33 represents the amount you should have m 
the cash box, which you should count and check off. 
The a/c. will now appear thus : — 


Dr, My Cash A/c. Cr. 



In. 


£ 

s 

d 

1906 

Out. 


£ 

5. 

d. 


Receipts 






Payments. 





May 1 

To C. Dodd 


25 

- 

- 

May 3 

By S. Tate 


30 

- 

- 

„ 2 

„ D. Cross 


30 


- 

„ 4 

„ T. Green 


15 

- 

- 

,, c 

„ B Thorp 

1 

10 


- 

6 

„ H. Wild 


5 

- 

- 

•> 7 

„ L Read 

1 

18 

- 

- 


„ Balance 

c/d 

33 


* 



m 

83 


j; 



£ 

S3 

- 

■■ 


To Balance 

b/d 

33 

- 

D 






Balance Exs. 2 and 3. You will find that there is no 
difference between the two sides of Ex. 3, in which case 
we say that the a/c. " balances.” It therefore only 
requires the totals inserting at the foot of the a/c. 

19. GOODS A/C. or TRADING A/C. Commercial 
transactions consist largely of the purchase and sale of 
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articles of trade or merchandise. 1 will therefore now 
consider another Real a/c., Goods. Its objects are : — 

1. To register the amount of Purchases and 

Sales. 

2. To displa)’ the gross profit realised, or the 

gross loss sustained. 

The same rule for making entries applies to the 
Goods A/c. or Trading .A/c. as applies to the Cash 
A/c.; in fact, it applies to all Real A/cs., viz. : — ^AVhat 
comes In or is purchased is Dr., and what goes Out or 
is .sold is Cr. 

'The word Goods as used here, is the general term 
meaning any kind of merchandise, commodities, or 
wares. If you were a coal merchant, however, you 
would use the specific name, “ Coal A/c.” Goods sold 
for ready money arc Cash Sales ; those sold for future 
payments are called Credit Sales. 

Remembering par. IG, you will proceed to enter up the 
following transactions of -A. Pupil ; — 


1900. Jan. 

1. 

Excrtlso 4. 

Bought Goods of A. Lee .. 

£■200 

n 

2. 

Sold Goods to T. Day 

50 

it 

3. 

Sold Goods for Cash 

18 

»» 

4. 

P'rch’s’d Goods of r.Lunn 

45 

11 

5. 

Bought Goods for Ca'h . 

23 

»» 

C. 

Sold Goods to H. Kaye ... 

loo 


The above goods would be entered thus : — 


Dr. My Goods A/c. or Trading A/c. Cr, 


1000 1 In. 

t t 

‘ £ 5 d 

1905 

Out. 

1 ! 

\£ isid. 

j Porciusr.b.' 

t 

1 


Sat-rs. 

' ! 1 

jan. 1 To A Lee .» 

li.OO - . 

fan. 2 

ByT. Day.. 

50 1 ^ - 

„ 4’ „ F Lunr, 

'45 


., Cash .... 

18 - 1 - 

„ r> Cash 

. 23 - . 

« c 

„ IL Kaye 

1100 Ul- 


You will observe that you were the Receiver of items 
1, i. which c,ame In, or were purchased by you, and 
thi-reforc required debiling; .and that vou were the 
Giver of liems 2. 3. G, which went Out or were sold by 
you. and thi rofore requited crediting. 
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20. BALANCING. The first object of a Goods 
A/c. or Trading A/c. being attained you must now 
proceed to ascertain the gross profit you have realised 
on the above transactions. If you deduct the total of 
the Sales from the total of the Purchases you will find 
that the difference is £100. This amount does not, 
however, represent the value of the unsold goods, which 
you must assess for yourself. To enable you to do 
this, it will be necessary for you to go into your ware- 
house or shop, and make a detailed list of the stook-in- 
trade, i.e., the goods you have left, which you find to 
be worth £120. You will recollect in Ex. 1, that you 
had in your cash box the sum of £33, which you placed 
on the Cr. side of your Cash A/c. in order to balance it. 
You now find in your warehouse a balance or stock of 
goods, value £120, which you will similarly place on the 
Cr. side of your Goods A/c. or Trading A/c. as follows ; 
By Balance (Stock) £120. 

This amount represents either the cost price or the 
current market price, if that be lower than the cost, of 
the goods on hand, sometimes called the dosing stock. 
You will now total both sides of the a/c. on a slip of 
paper as follows ; — 

Total of Ct. Side 1)288 

„ Pr. 268 

DiSerence £20 

Unlike the Cash A/c. you will find that the insertion 
of the value of the “ Goods on hand, £120,” does not 
make the two totals equal each other. Why is this? 
Because, while the difference between the two sides of a 
Cash A/c. is simply an excess of receipts over pay- 
ments, the difference between the two sides of a Goods 
A/c. (after inserting the balance or stock) is either a 
gain or a loss. If you sold your goods for exactly the 
same price as you gave for them, then the Goods A/c. 
would balance ; but you generally dispose of them at an 
increase upon the purchase price, consequently the Cr. 
side exceeds the Dr. side, the difference being a gross 
profit. In this case you effected three sales, charging 
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your customers, altogether, £20 more for the goods 
than you gave for them, and therefore gained £20, 
n-hich enter on the Dr. side of your Goods A/c. as fol- 
lows : — To Gross Profit £20. Then insert the total, 
£288, at the foot of both sides, when the a/c. will 
appear thus ; — 


Dr. My Goods A/c. or Trading A/c. Cr, 


Irii 


£ 

s d 

1906 

Out. 

1 

£ 

s. 

d. 







j 




Opening Stock 










Pi PCHA.SES 





Stock 





To A. Lee . . 


200 

- - 

fan. 9 

By T. Day . . 


50 


- 

,, F. Lunn 


4.3 

- - 

3 

„ Cash .... 

! 

18 

- 

• 

„ Cash .... 


23 

-1 - 

*t 6 

„ H Kaye 

i 

100 

- 

- 

y^GrosiProfit 


20 



„ Ba! (sloc/t) 

c/dj 

120 

- 



£ 

2SS 




£ 

288 



To Balance 

b/d 

120 

- - 



1 

1 



Arrange two Goods A/cs. or Trading A/cs. from the 
following Exs. “ Goods on hand,” called the Opening 
Slock, must be entered To Stock in accordance with 
par. 17. In Ex. 0 jou will find that a loss was sus- 
tained, and that the difference between the two sides 
will require entering on the same side of the stock — the 
Cr. side . — By Gross Loss £6. 


Exercise S. 


1906 Jan. 7. Goods on hand £120 - - 

„ 8. Bought Goods for Cash 40 - • 

,, 9. Goods sold to A- Hall 37 6 6 

„ 10. Sold Goods for Cash . . 15 3 6 

„ 11. Bought Goods of D. East 70 - - 

„ 12. Sold Goods to Kaye Co 153 - - 

,, 13 Do. Scott and Co 28 - - 

Value of Stock . . .... 31 10 - 

Exercise 6. 

1906. Jan. 14. Goods on hand £31 10 - 

„ 15. Bought Goods of Sims & Co 53 10 - 

,, 16. Sold Goods to J. Knox 30 - - 

„ 17. Bought Goods of Smith Bros. ... 45 - - 

,, 18 Sold Goods to T. Smith 64 - - 

„ 19. Do C. Waite 9 . . 

„ 20. Do. for Cash 5 . . 

Stock valued at 16 - 
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21. PERSONAL A/CS., by reason of including all 
your customers, are the most numerous of the three 
classes of a/cs. and occupy by far the greater part of 
your Ledger. Their object is to record all your pecun- 
iary transactions with the persons or firms from whom 
you purchase; to whom you sell; or in any other way 
have financial dealings; so that at any time you may 
readily ascertain whether the person named at the head 
of the account owes you a balance, or you owe him a 
balance, i.c., whether he is a debtor or a creditor. 

The account of the person reoeiring value from you 
must be debited with whatever you may have given, 
whether it be cash, goods, or bills of exchange; and 
on the contrary the account of the person giving value to 
you must be credited with whatever you may have 
received, whetlier it be cash, goods, or bills of 


exchange. In other words, value In is Dr., value Out 
is Gr. 

Exorcise 7. 

19QG. April 1. Sold Goods to Henry Gill £10 - - 

,, 2 . Do. do. 3 6 ■ 

„ 3. Received of H. Gill, Cash 10 - . 

,, 4. Sold Goods to H. Gill 8 15 . 

,, 6. Received Cash of H. Gill 3 6 - 

,, G. Sold Goods to do 4 - - 

,, 7. Received Cash of do 8 15 - 

Ledger a/c. of this Customer would appear thus : — 

Dr. Henry Gill, 12 East Parade, Leeds. Or. 


Dr. Henry Gill, 12 East Parade, Leeds. Or. 



GILL’S 






GILL’S 

1 


1 



Receipts. 


£ 

s. 

d. 

1906 

Payments. 

■ 


1 


April 1 

To Goods . . 


m 

- 

- 

Aprils 

By Cash .... 

I 


H 

H 

„ 2 

„ do. 


3 

5 

- 

„ 6 

» do 

HI 



H 

4 

„ do. 


8 

15 

- 

n 7 

do 

H 


15 

H 

» c 

„ do. 


4 





1 



1 


Value came In to the a/c. of Gill, who was the 
Receiver of items 1, 2, 4, 6, which therefore required 
debiting ; while value went Out of the a/c. of Gill, who 
was the Giver of items 3, 5, 7, which therefore required 
crediting. 
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22. It is now for you to ascertain whether Gill owes 
you anything or not, by balancing as follows : — 

The total of the Dr. side is £2G 

And the total of the Cr. side is 22 

Leaving a Dr. Balance owing by Gill of... £i 
which requires placing on the Cr. side, and the a/c. 
totalling and ruling off, in red ink, thus : — 


Dr. Henry Gill, 12 Last Paiuvde, Leeds. Cr. 


1 

GILL’S 

1 i ! 


GILL’S 





190G 

Bccclpts. 

1 £ )s d 

190G 

Payments. 


£ 

*5 

d. 

April 1 

To Goods . . 

' ! ■ r 

April 3 

By Cash , , 


10 

- 


o 

„ do .. 

3(5- 

»> 5 

„ do. .. 


3 

5 



„ do. .. 

8 ,15 . 

7 

„ do. 


8 

16 


.. G 

„ do . . 

, 4j- - 


„ Balance 

c/d 

4 





£i' 2G 1 - 1 . 



£ 

2G 

- 

- 

April'? 

To Balance 

b/di' 4 1 - 1 - 






“ By Balance £4 ” represents the amount owing by 
Gill to you. It is called a Debit balance, which is the 
balance of an a/c. when the debit side exceeds the 
credit. A personal a/c. may have a balance on either 
side, or there may be no balance at all. When the Cr. 
side exceeds the Dr., as in Ex. 8, it is called a Credit 
balance, and in this instance you would be owing Gill 
£9. 

In Ex. 9 both sides equal each other, therefore the 
a/c. “ balances,” and no indebtedness exists. 

23. BALANCES CARRIED DOWN. When a 
merchant balances and rules off his books he always 
“ carries forward ” or “ brings down ” the balances of 
his Real and Personal a/cs. to the opposite side of each 
a/c. These balances thereby form the first entries in 
the new a/cs. See Cash, Goods, and Gill’s a/cs. 
Why should the £4 be carried down to the Dr. side of 
the latter a/c.? Because Gill is indebted to or owes 
you £4. If you will refer to Gill’s a/c. before it was 
balanced, you will clearly see that he received from you 
four lots of Goods, and he only paid for three lots, 
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25. The PROFIT & LOSS &/C. has for its object 
the collection and presentation of all your losses or 
expenses and all your gains or profits in one concise 
view, so as to display the net profit realised, or the net 
loss sustained for a given period. The word loss when 
applied to book-keeping has a far wider application than 
when generally used; in fact, it expresses the opposite 
of gain. If a customer failed to pay for goods sold 
that would be a loss; but this word is also used in 
reference to the cost and expenses of carrying on a 
business; for instance, wages, coal, rent, taxes, repairs, 
advertising, all of which arc regarded as losses; 
although materials or services arc, of course, given in 
exchange for such payments. 

SEPARATE A/CS., known as subsidiary a/cs., are 
frequently kept (to relieve the P. & L. A/c. of unneces- 
sary details) for Trade or General Expenses, Interest, 
Discount, Commission, Bad Debts, Wages, Repairs, 
Lighting, Fuel, Carriage, .Advertising, Dividends, &c., 
but the balance of each such subdivision is always trans- 
ferred to the P. & L. A/c. on balancing the books. 

The rule of Receiver and Giver relating to Real and 
Personal A/cs. does not apply when entering profit and 
loss transactions. The rule you must observe here is 
debit all losses or expenses, and credit all gains. 

If 3 ’ou commenced business with £500, and the first 
month lost £50, you can easily see that some A/c. 
would require debiting with the loss, therefore you debit 
your P. & L. A/c. On the contrarj-, if you gained £50 
it would be to your credit, and you would accordingly 
credit your P. & L. A/c. 

Arrange your Profit and Loss A/c. from the follow- 
ing 


Exercise 10. 


1906. Jan. 7. 

Paid for Wages . . 

„ 9. 

Do. 

Gas ... . 

„ 12. 

Do. 

Rent . ... 

„ 14. 

Do. 

Wa^es ... 

15. 

Do. 

Rates 


„ 31. I ha^e allowed Discounts 
„ 31. Discounts allowed me 
,, 31. Gross Profit oa Goods 
,, 31. Commission earned bv me 


£310 6 
- 15 - 
10 . . 
310 6 
1 1 - 
-10 - 

5 8 - 
20 - - 

6 - . 
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The above transactions would be entered thus : — 


Df. My Profit & Loss A/c. Or. 


LOSSES OF THE 





GAINS OF THE „ 

1 

BUSINESS 


J. 



BUSINESS. ' 


To Wages .... 

3 

10 

6 

Jan. 31 

By Discounts. . ' 5 

8 

Gas 

- 

15 



„ Goods A/c.. ' 20 

- 

„ Rent 

10 

- 



„ Commission'! 6 


„ Wages 

3 

10 

6 


,’( 


„ Rates .... 

1 

1 





„ Discounts.. 


10 

- 





Your Capital was diminished by the first six items, 
which were losses, and with which you have debited 
yourself; whilst it was increased by the last three items, 
which were gains, and with which you have credited 
yourself. 


26. BALANCING. Having thus set forth all your 
losses and gains you must now ascertain whether your 
business has resulted in a net loss or gain. You will 
add up both sides of the a/c., place the totals on a 
slip of paper, and find the difference, thus : — 


Total of Gr. side 

Dr. 


£31 8 - 
19 7 - 


Difference £12 1_ ^ 

This difference represents a clear gain or profit to you 
which must be entered on the Dr. side To Net Profit to 
Capital Ajc. £12 Is. Od. ; after which insert the two 
equalised totals, when the account will stand thus : — 


Dr. My Profit & Loss A/c. Gr. 



Losses. 

£ 

s. 

d. 

1906. 

Gains. 

£ 

s. 

d. 

Jan. 7 

To Wages .... 

3 

m 

6 

Jan. 31 

By Discounts 

5 

8 

- 

9 

„ Gas 

* 

15 

- 


„ Goods A/c.. 

20 

- 

- 

12 

„ Rent 

10 

- 

- 


„ Commission 

G 

- 

- 

M 

„ Wages 

3 


G 


X 




15 

„ Rates .... 

1 

1 



y 




„ 31 

„ Discounts 

. 

10 








„ Net Profit to 





y 





Capital Ajc. 

12 

1 

- 







£ 

31 

8 

- 


_______ ^ 

SI 

8 
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The difference existing- between the two sides of n 
Profit & Loss A/c. is always called To or By Capital 
Ajc., because it represents cither an increase or 
decrease of your, the Trader’s Capital or wealth. The 
above a/c. shows you to be richer, and consequently 
possessed of more Capital at the close of the month by 
£12 Is. Od. than you were at the beginning. 

Prepare two P. & L. .A/cs. showing net gain or loss ; 


Exercise 11. 

190G. Feb. 10. Paid for Salaries £0 6 

,, 15. Do. .Advertising 5 - 

„ 18. Do. Repairs 8 - 

„ 21. Do. Salaries G G 

,, 2S. Do. Trade E.xpenses 15 6 l 

„ 28. Discounts allowed to me 1 - 

„ 28. Gross Profit on Cloth 35 - 

Exercise 12. 

1906. Mar. 31. Paid for Rent £300 - 

Do. Taxes 40 - 

Do. Coal and Gas 35 - 

Do. Insurance 26 - 

Do. Wages 1125 - 

Discount allowed to Customers 137 - 

Profit realised on Soap 1020 - 

Do. Candles 1341 • 

Commission received by me ... 243 - 
Discounts allowed to me 93 - 


27, CAPITAL is the term used in reference to 
wealth invested or adventured by a person or company 
in any business or undertaking. It is the excess or 
surplus of what you have over what you owe. 

28. CAPITAL A/c. No Ledger would be complete 
which did not contain this most important a/c. -with 
yourself as owner or proprietor of the business, showing 
your net worth. Although the Capital A/c. is properly 
referred to as an Impersonal A/c. it is really your 
Personal A/c. with the business; for whatever you 
invest in, or advance to, a business, you ultimately 
expect to receive back, with interest and profit. 

When opening a Capital A/c. you credit yourself 
with the net amount you invest in the business. On 
balancing the Ledger you transfer the difference of the 
P. & L. A/c. to the Capital A/c. (Par. 26). Should 
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the difference be a net gain, your capital would be 
thereby increased, and you would credit the Capital A/c. 
with the amount; but if, on the contrary, the difference 
were a loss, your capital would be thereby decreased, 
and you rvouW debit the Capital A/c. with the amount. 

If, while carrying on your business, you withdrew 
any cash to live upon, or look from 3'our stock any 
goods, these amounts, not being expenses of or con- 
nected with the business, would be called private or 
personal expenses, and as they would diminish your 
Trading Capital, they would require debiting against 
your Capital A/c. Arrange and balance 3'Our Capital 
A/c. 

Exercise 13. 

190G. Jan. 1. 1 commenced business with Cash £32819 . 

II 31. My profit for the month is 12 1 - 

II II I have withdrawn for private expenses 4 - - 


These three items would be entered thus : — 

My Capital A/c. Cr. 


390£» 

VUMfAw&ls 
and f(ft Less. 


' £ 

s. 

d 

im 

C&pit&I and 
Net Prcfjt. 



5 

d. 

Jan. 31 

To Cash .. 


i 



Ian. 1 

By Cash .. 


328 

19 


,, Belanct 

c/d 

,337 


- 

.. 31 

,, NetPronti 









from P. & 
L. A/c. .» 


12 

1 

‘ 





£ 

: 341 


y 



£ 

341 


y 





Feb. 1 

By Balance 

b/d 

^37 1 

-1 

- 


From the foregoing a/c. you will see that your 
Capital was increased by the Net Profit to £341, and 
decreased by the withdrawal for private expenses to 
£337 ; showing the net increase of your Trading Capital 
to be £8 Is. Od. 

Prepare and complete your two Capital A/cs. 

Excrcico 14. 

1906. Feb. 1. I started business with a balance of... £337 . . 


„ 2S. I lost during the month 30 . . 

My Private Expenses were 6 . . 

Exercise 15. 

1906. Mar. 1. Cr. Balance £301 . . 

11 31. Net Profit lOO - . 

Withdrew for self 20 - . 
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29. A BALANCE SHEET (B/S.) is a statement 
at a given date showing the position of a business in 
relation to its proprietor and other parties. As its 
name implies, it is used for gathering together all the 
differences, or “ balances ” shown in Eeal and Personal 
A/cs., with the object of finding out whether you are 
solvent or insolvent; if the former, what is the amount 
of your net or trader’s capital, if the latter, what is the 
amount of your deficiency. It is a list of assets (i.e. 
uhat you have of value, and what is owing to you by 
your debtors) and liabilities [i.e. what you ow'e to your 
creditors). 

All the balances “ carried down ” from the Cr. to the 
Dr. side of the various a/cs. are called debit balances, 
and are j’our Assets; while all the balances “ carried 
down ” from the Dr. to the Cr. side of the various a/cs. 
are called credit balances, and are your Liabilities. 

A Balance Sheet is not an a/c., but simply a state- 
ment at a given date, showing the Liabilities on the 
left-hand side, and the Assets on the right-hand side. 
You must not head a Balance Sheet with “ Dr.” and 
“ Cr.” 7ior use the words “ To ” or “ By ” because 
these terms would convert the Sheet into an Account. 
Compile your Balance Sheet from the following : — 


Exercise 16. 

190G. Jan. 31. Balance o£ Cash £129 - . 

Closing Stock of Goods 273 - - 

Balance owing by Harry Gill to me 100 - - 

Ditto. Dan Bates do. 37 - - 

Ditto. Fred Oates do. 18 - - 

Balance owing to Mat Long 84 - - 

Ditto. Sam Shaw Ill - - 

Ditto. Fred Dean 25 - - 


The above may be entered thus : — 


Balance Sheet of Alczet I’criL, on 31st January, 1900. 


Liahilitics. 

{ 

) 

Aeseta. | 


(What the Bustnes Ovses) 

1 ^ 

(What the Business owns) 

1 £ 

Owing to Mat Long 

1 Si 


129 


111 



Bo Fred Dean 

1 21 


TOO 



Dan Bales 

37 



Fred Oates o\scs 

18 
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30. BALANCING. Before you can ascertain 
whether you arc solvent (i.c., able to pay 20/- in the 
£) or insolvent {i.c., unable to pay 20/- in the £) it will 
be necessary to total both sides and see which is the 
gretiler. WJjen tJic Assets side exceeds the LiabilitJes 
side you are said to be solvent; and when the reverse 
is the ease jou arc said to be insolvent. The difference 
is the extent of your Capital or Deficiency. In this case 
the Assets exceed the Liabilities by £337, w'hich shows 
you to be wortli that amount. This difference must 
be entered on the left side, using- the word Capital. 
Then insert the totals as follows, and rule off in red 
ink : — 

Batanco Sheet of .Alheut Punt, on 3Ist January, I90G. 

Ltabtllttcs. Assets. I 

(What the business oNscs) £ (What the Business owns) £ 

Mat Long 8} Cash 129 

Sam Shaw Ill Goods 278 

Fred Dean 25 Harry GiU lOO 

DiFFtRENCE Capital of thi D.an Bates 87 

PtopHdor of the Dunntii.. 3S7 Fred Oates 18 

£ 557 _ _ _ £ 657 

Had your Liabilities exceeded your Assets by £337, 
then you would have been insolvent. The difference 
would have required entering on the other side; 
Deficiency £337. If both sides of your Balance Sheet 
equalled each other, you would still be solvent, because 
you could discharge your Liabilities in full, but you 
would have no Capital or estate, no surplus or excess. 

F rom the follow'ing construct two Balance Sheets and 
show the extent of your Capital or otherwise. 

Exercise 17. 

190G. March 31. I have Cash in hand, £70 6s. 8d. ; Coal 
unsold, £C8; Value of Wagons, £80; Value of Horses and Carts, 
£130; Debts owing to me, £84 13s 4d. ; I owe Leeds Coal Co., 
£348 ; 1 owe Rent, £50 ; I owe L. & Y. Rlv. Co.. £27 ; I owe Citv 
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THEORETICAL BOOK-KEEPING. 


31. There is only one system of Book-keeping, and 
that is generally known by the name of double entry, a 
hvo-fold entry being necessary because it takes two to 
make a transaction. 

The term Single Entry is, however, so frequently 
used, that it is necessary to caution you against this 
misnomer. Single Entry is the very reverse of a 
vysteni, being the name applied to every faulty, incom- 
plete, inaccurate, unscientific and unsystematic style of 
account-keeping, in the application of which there is 
generally a combination of no entry, single entry, and 
double entry. Strictly speaking, " single entry ” 
merely keeps personal accounts, which enable you to 
ascertain the debit or credit of the firms with whom 
you trade, and absolutely fails to keep any impersonal 
accounts whatever. The principal objections to this 
system are its incompleteness in only partially recording 
each transaction, and its inability to prove the correct- 
ness of its books. It affords no check on the accuracy 
of the posting and no safeguard against fraud. 
Although the profit realised or the loss sustained may 
be ascertained, by comparing the state of affairs at the 
commencement of a given period with the state of 
affairs at the end of that period, it is impossible to dis- 
cover how your capital has been increased or decreased. 
In recording some of the facts “ single entry ” does 
much of the work of “ double entry,” whilst it pos- 
sesses none of the advantages of ‘‘ double entry,” 
which records all the facts, as well as their results. 
One writer has w’ell said that ‘‘ single entry ” does not 
deserve a name, and he aptly suggests the respective 
terms of ‘‘ Book-keeping ” for double entry, and 
‘‘ Imperfect Book-keeping ” for single entry. 

32. DOUBLE ENTRY is the name of the principle 
or method, the application of which will enable you, not 
only to answer all the questions set forth in par. 3, but 
also prove the correctness of those answers. It is a 
system which is absolutely perfect in its arrangement 
and mathematically accurate in its results. 
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You will remember that a transaction consists of an 
exchange or transfer for value, either in the form of 
money, goods, or services. The words exchange and 
“ transfer " at once impK two sides or two parties. Jl 
is therefore the nrst principle in Book-keeping that 
there must be two parties in performing a transaction — ■ 
one that receives, and one that gives. It is impossible 
for there to be a debtor uithout a creditor. TJie 
receiver is called the Debtor, and the giver the 
Creditor. If e^er^ tr-m-ai non has two sides to it, if it 
I; of a tuo-fold character, there must, in order to make 
a prrjfct record oj (he (rai:<nc(wn, be tv«o entries in the 
Ledger. If there is a double effect in the transaction 
tlicre must be a double entry in the record, the one to 
the debit of one a/c. and tlie other to the credit of 
.another .a/c. Thus if >ou pay John Lees £20, he 
iiccomcs your debtor, so far as that transaction is con- 
tetneJ, and you liecomc his creditor. Your Ledger 
would appear as follow s : — 


Df. 

John LecD. 

Cr. 

t 

To Oi^tl 

i 

} 

i 

X 5.,d 
« 20 • - 

i 

; I 

1 

' ' t 

1 ! 

1 . 1 

Dr, 

Hy Cssh A/c. 

Cr. 


. 1 

t 

1 *■* 

Hy J. Lres 

~ jT ' sTdi 
20 ' • ' - 

1 


33, Tlsc advantagee of double entry are ; 

1 . *1 h>- cOTd >r?nes». of all cnirie, can be verified. 

2. IIk- sahic of the }nirch.a«'.r-s ^nd s.a!es, avith the 

grota profit reah'cd, or the gross loss sus- 
is dearly jr. forth. 

1,1-' ri\ I gain O" loss iscjearlr rHspi.avcd In no,* 
-t I'rof.t K A>-, 
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4. The exact state of your affairs is verified by 
the agreement of two balances quite dis- 
similar in their composition — the balance of 
the Capital A/c. and that of the Balance 
Sheet. 

The only ei’roi’s which double entry cannot prevent 
or discover are (a) A mistake or omission in the original 
entry, (b) A double or equalising error in the transfer 
to the Ledger, (c) Posting an amount to the wrong a/c. 

34. It would, of course, be possible to enter the 
transactions direct from the Waste Book into the 
Ledger, without the intervention of any subsidiary 
books; but as such a practice, even with great care, 
would be likely to lead to errors and omissions which 
it would be difficult to discover, it would not be 
advantageous or economical to adopt such a course. 

In order to avoid such errors and omissions, the 
chronological record is first used, and a subsidiary book 
is employed in which to prepare and arrange the 
entries into debits and credits, for the principal book, 
the Ledger. Subsidiary means helping, assisting, aid- 
ing. This subsidiary or helping book is called the 
JOURNAL or daily register, and may be said to 
classify the transactions into debits and credits so as to 
simplijy their transference into the l.edger. The pages 
of the Journal are vertically divided into five sections, 
viz. : — 

1 2 3 4 5 

I & s. ~di £ s. d. 

Date Body of the Joemal, where t.ed. Dr. Cr. 

Column the wording and narration Fol. Mo ne y Mo ne y 

of the entry is written. Col. Col um n Col um n 


I to correspond with the 

' two sides of the Ledger. 


1919 
Jan. 1 

Example of Jonmaltslng. 
Good.-: A/c Dr. 

6 

1 

Dr.' 

200 - i - 


Cr. 


To Albert Lee 

For Good$ purchased. 

9 

1 : 

1 

200 

- 


B 
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35. A NARRATION is a reason for, or explanation 
of, an entry. Thus the words For Goods purchased 
at the foot of the entry on the last page, explain and 
give the reason for the preceding entry'. Narrations, 
however, while rarely used in elementary book-keeping, 
are frequently employed in journalising important 
transactions in the accounts of limited companies. 

36. JOURNALISING is the act of recording your 
transactions in the Journal, so as to facilitate their 
transfer to the Ledger, and is particularly helpful in 
enabling you to grasp the principle of book-keeping by 
double entry. Each transaction requires at least two 
lines in the Journal, The transaction “ Bought Goods 
of Albert Lee, £200,” is journalised in the example 
given on the previous page. 

You will notice that the Dr. money column is placed 
before, or to the left of, the Cr. money column; there- 
fore the name of the a/c. to be debited “ Goods A/c.” is 
written on the line above and before the name of the 
a/c. to be credited ” To Albert Lee.” 

While the name of the a/c. to be debited is always 
placed close to the left-hand margin line, the name of 
the a/c. to be credited must be commenced a short 
distance from the margin line, in order to correspond 
with the position of the money columns. This arrange- 
ment is of great assistance to the eye when transferring 
the items to the Ledger. 

It is unnecessary to place “Cr.” after the name of 
the a/c. to be credited, because if one a/c. is Dr. it 
follows that the other must be Cr. While To must 
preface each credit item, the word By is never used in 
the Journal. 

A thin red line should be ruled between each tran- 
.saction (not between each line), across the page, from 
the date column to the folio column. TTiis gives a 
fini.sh to your work, and a distinctive appearance to 
each transaction. (.Sec fage 37). 



37. RULES FOR JOURNALISING. 

1. All Transactions. Every Dr. must have a Cr. 

in order to comply with the principle of Double 
Entry, tlierefore take each transaction 
separately, and ask yourself two questions — 

a. What A/cs. are concerned? 
h. Which of them is Dr. and which is Cr. ? 

2. Real and Personal Accounts. 

a. Value coming into or Received by an a/c. 
is Dr. 

h. Value going Out of or Paid by an a/c. is Cr. 

3. Nominal or Proprietary A/os. 

a. .All Costs, Expenses, Charges, Losses or 
Deductions from Capital are Dr. 

h. All Gains or Profits, or additions to Capital 
are Cr. 

Journalise Exercise 19, after which add up both 
columns of the Journal to see that the totals are alike. 

Exercise 19. 


WASTE BOOK ENTRIES, ot Albert Pupl. 

1907. 


1. 

Started with cash (see par. 39) .... 

. . je520 . 


2 _ 

Bought Goods for Cash ... 

.. .. 32816 

6 

5. 

Sold Goods to Henry Gill 

.... 10 - 


6 

Sold Goods for Cash 

. 48 3 

6 

9 

Recei\ed Cash from Henry Gill .... 

10 - 


9. 

Sold Goods to Henry Gill 

. . 3 0 


13. 

Ditto Henry Gill 

815 

_ 

15. 

Ditto Thomas Gee 

.... 87 6 

8 

16. 

Received Cash from Henry Gill ... 

3 6 


19. 

Bought Goods from Harry Frost . 

.... 50 - 


22. 

Sold Goods to Henry Gill 

4 - 


26. 

Raid Harry Frost, C.ash 

.... 25 - 


28 

Received Cash from Henry Gill .... 

815 


30. 

Ditto Thomas Gee . 

... 57 6 

8 

31 

Paid Rent (see par. 25) 

Value of Stock .... .£250 6 4 

. .. 10 . 
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38. N.B. — Presuming that the first page of your 
manuscript Journal will only contain thirteen of the 
above transactions, you must draw a red ink line across 
the money columns and total them both, underneath the 
red line at the bottom of the first page, as follows : — 


Carried foriuard £1107 6 8 £1107 6 8. 

No line should be ruled underneath these totals, but 
double red lines should be ruled under final totals. 

The top of the second page must commence as 
follows : — 

Dr. Cr. 

1907, Brought forward £1107 6 8 £1107 6 8. 

On the next line you will continue with the remaining 
transactions, thus : — 

Jan. JO. Cash Dr. £57 6 8 

To Thomas Gee £57 G 8. 

39. CAPITAL A/C. Started with Cash, £520, 

means that you have commenced business with a 

Capital of £520. It will be quite clear to you that this 
amount is placed in the Cash A/c. which requires 
debiting, but it may not be quite so clear what a/c. 
requires crediting. When you, as proprietor of a busi- 
ness, invest therein a sum of money you must credit a 
Capital A/c. in order to show to whom the capital 
belongs, otherwise your Ledger would not contain a 
record of all the facts. You must always regard your 
business as separate and distinct from yourself in your 
private capacity, and therefore you should open an a/c. 
called A. Pupil's Capital Ajc., showing yourself to be 
a creditor of the business, because the business owes 
you £520, which is the amoiint of the trader's or pro- 
prietor’s capital. IVhen there are several partners, 
separate capital a/cs. are necessary in order to show 
what amount each of them has invested in the 
concern. (See par. 28.) A person carrying on busi- 
ness alone, without partners, is called a Bole trader. ; 
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EXERCISE 19 would be journalised as follows : — 

Ai.iiert Pmni.’s Journal. Dr. Cr. 


1 


.Dr. 

C-ed. 

Fol. 

JC 

020 

s. 

d. 

£ 

b. 

d. 




To A. Pupil's Cap, A/c 




C20 

• 

. 

o 

Goods . 

..Dr. 


[ 328 

IG 

G 

823 

10 





1 




fl 

Henry GIU 

.Dr. 


10 

• 

- 

10 











G 

r.nch 

.Dr 


48 

8 









48 

8 









a 

Cash 

Tn Hfnrv mil 

■Dr. 


10 

- 

- 











' 


0 

Henrv Gill 

Dr. 


























la 

Henry Gill 

.Dr 


B 

15 

• 

8 

15 



. 






15 

Thomas Gee 

.Dr. 


B7 

G 

8 

87 











IG 

Cash 

To Henry GUI 

.Dr. 


Q 

& 

• 

0 

5 

, 

la 

Goods 

.Dr 


CO 

• 

- 













no 

Henrv GUI 

.Dr 


4 























• 

2G 

Harry Frost 

.Dr 


25 

- 

- 

25 










* 

28 

Cash 

.Dr 


8 

15 


8 

15 








* 

30 


Dr. 


57 

6 

B 






57 


B 








31 

Profit & Loss A/c. (Rent) , 
To Cash 

.Dr. 


10 

- 

- 

10 









• 


Total of Journal 


£1174 

13 

4 

fllV4 

18 

4 


50. POSTING is the act of separately transferring 
each entry from the Journal or other Book of Original 
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the a/c. that such entry affects in the Ledger. 
Entry, to the a/ journal the amount is always 

"'.'’“dTn Sf »»” 

'""S After totalling and ruling off the Journal you 

J protS •» post, or rooke tho olassitled rsoonl. 

On looking through the Journal you will find that 
ire seven different a/cs. concerned, for each of 
IS you will open an a/c. in the Ledger, writing the 
headings very holdly. Always arrange the a/cs. m the 
Ledger in the following order 

1. Capital and Impersonal A/cs. 

2. Personal A/cs. 

3. Profit & Loss A/c. and Balance Sheet. 


When posting, you must not forget the rule, that 
the name of an a/c. in which you are posting an entry 
must not be written in that a/o. The first entry being 
in the Dr. column, will be posted to the Dr. side of the 
Cash A/c. in the Ledger thus ; — 1907, Jan. i. To 
Capitol, £520; while the second item, being in the Cr. 
column, will be posted to the Cr. side of the Capital 
A/c., thus : — 1907, Jan. i. By Cash, £.520. Each 
line in the Journal indicates the a/c. in the Ledger to 
which that amount must be posted. 

22. FOLIOING. The pages of all books of account 
arc folioed or numbered in numerical order for con- 
venience of reference. No entry must be transferred or 
posted from one book or page to another, without the 
reference number or folio being also posted. Therefore 
as each separate amount is posted into the Ledger, you 
must always be careful to : — 

1. Enter the Journal Folio in the narrow column 

provided for it in the Ledger. 

2. Enter the Ledger Folio in the narrow coiumn 

provided for it In the Journal. 

93. TRIAL BALANCE. After you have finished 
posting and before attempting to ascertain what profit 
\Ou have realised on your month's transactions, it is 
desirable that \ou should be certain that the postings 
^ h.ise been properly made. Therefore, you %vill prepare 
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a Trial Balance, the object of which is to test whether 
the Ledger has been correctl}’ posted. 

Write down on a piece of paper the names of the 
seven a/cs. in the Ledger. Then add up the Dr. and 
Cr. Columns of each separate a/c. and place the total 
postings opposite the name of such a/c. in the Dr. and 
Cr. Columns. You will then add up the two columns 
of postings, when, if the totals arc equal, and also 
correspond with the total of the Journal, your posting 
is thereby proved to be arithmetically accurate. Enter 
the T.B. in your Journal. You will readily see that 
had you omitted, increased, decreased, or misplaced an 
item it would have caused a disagreement between the 
totals of the two columns, whereupon you would have 
searched out and supplied the omission or corrected the 
error. 


TRIAL BALANCE of EKcrclsc 19. 

Dr, Cr. 



Led. 






— 

Ledger A/C3, 

Fol. 

£ 

s. 

d. 

£ 

s. 

d. 

Capital 

1 




620 

- 

- 

Cash 

1 

647 

10 

2 

863 

16 

6 

Goods 

1 

378 

16 

6 

161 

10 

2 

Henry Gill 

2 

26 

- 

. 

22 

- 


Thomas Gee 

2 

87 

6 

8 

57 

G 

8 

Harry Frost 

2 

2.5 

- 

- 

50 

• 


Profit 4 Ixjss A/c 

3 

10 

- 





Corresponds -with Journal 

£ 

1174 

13 

4 

1174 

13 

4 


Having thus far proved the arithmetical accuracy of 
your work, you will now proceed to the next process of 
balancing and closing the a/cs. in the Ledger so as to 
arrive at the answers to the five questions in par. 3, 
and prove the accuracy of such answers. 

45. STOCK-TAKING is the valuing of all goods on 
hand, together with the plant, machinery, fittings, 
appliances and other property belonging to, or used in 
a business, so that they may be taken into a/c. when 
balancing or closing the books, and enable the owner to 
discover his exact financial position. (See par. 20). 
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55. BALRUCING BOOKS is the winding-up and 
adjusting of all a/cs. in the Ledger, with the object of 
finding what profits have been realised or what losses 
have been sustained during a given time. Balances arc 
more conspicuous when written in red ink. 

46. If you were actually engaged in carrying on a 
business, before you could balance your books, it would 
be necessary for you to take part in the tedious process 
of Stock-taking. .As a class-room student, however, 
you arc saved this piece of practical work by the Stock- 
in-trade or I’aluc of Slock being stated at the end of 
each exercise. 

If you refer to par. 20 you will find that the first 
operation in balancing is the placing of the Yalue of 
Stock on the Cr. side of the Goods A/c. in the Ledger 
thus; — Jail, ji, By Balance (slock) £250 Cs. 4d. 

Add up both sides and place totals on a slip of paper; 
find the difTerence as follow.^ : — 

Cr. side of Goods .\ c .. £411 1C C 

Dr. side of Goods .\ <. 37S 1C G 

This difference of £3.3 . . 

being a gain, requires entering on the Dr. side to 
equalise the .A/c. thus ; — 

Jan. n. To Gross Profit £33. 

■A loss would require entering on the Cr. side. 

Now insert the equalised totals of £411 16s. Gd., as 
shov.'n in the key on page 42. 

57. This £33 is called your Gross Profit, because 
there have not been deducted from it any Trade 
Expenses, oi other charge.^ in connection with your 
business. 

A'nu will now carry this £33 to the Cr, or “ Gains ” 
side^nf the P. & L. A/c. and enter thus : — 

I*'*'*. Jan. 31 . By Gross Profit from Goods A/c. £j 3 . 

You will observe that the only item of expense i.s 
Kent, while the only source of income is profit on goods. 
It therefore follows that if the .sum on the Cr. sitic 
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exceeds the suiii on the Dr. side, the difference must 
be the net profit oi clear gain, because all expenses 
have been deducted. In this case the net profit or 
difference requires entering on the Dr. side, thus : — 
Jan. 31. To Net Profit earned to Capital Ajc., £23. 

A Net Loss would, of course, be entered on the Cr. 
side. 

Now insert the equalised totals of £33 as on page 43. 

48. This net profit of £23, which is an increase of 
surplus assets, is due to you as proprietor of the busi- 
ness, and since you are richer by £23 than you were 
at the beginning of the month, this amount must be 
carried to your credit, that is, the Cr. side of the 
Capital A/o. and entered : — 

Jan. 31. By Net Profit £23. 

Your net Capital is thereby increased to £543, and as 
there is no item on the Dr. side you will balance by 
placing the sum on the Dr. side and entering : — 

1907, Jan. 31. To Balance, £543. 

Insert the equalised totals of £543 as shown on page 42. 

Now balance the remaining four a/cs. in the usual 
way by placing the difference or equalising amount in 
each case on the lighter side of the a/c. prefaced by 
Jan. 31, 7'o or By Balance, and carry down the 
balances, after which the A/cs. are said to be closed. 

49. PROOF OF ACCURACY. The Cr. balance of 
the Capital .A/c. (£543) represents the excess of Assets 
over Liabthties. As such Assets and Liabilities are 
the balances of the Real and Personal A/cs., it must 
follow, therefore, that if the a/cs. arc correct, a Balance 
Sheet comprising the balances of the a/cs., except the 
Capital, will give the same balance as that shown by 
the Capital A/c. Having ascertained by means of 
your Capital A/c. what your Capital ought to be, you 
will therefore now proceed to establish, by the construc- 
tion of a Balance Sheet, what your Capital is, by fol- 
lowing the directions gi\en in pars. 29 and .30. 

Compare your Ledger with key on pages 42 and 43. 
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You will find llint vour Assets exceed your Liabilities 
by therefore 'you arc solvent to that extent. 

While your Capital A/c. states that your Capital ought 
to be £^ 3 , your Balance Sheet states that it Is £ 343 . 
From the corroboration or agreement of these two 
amounts : the balance of the Capital A/c. and the 
Capital in the Balance Sheet, your books are proved 
to be accurate. 


LEDGER for Excrei^ 19. 

Dr. Altert riTii’s Capital A/c. Cr. 






43 





Dr. 


Profit & Loss A/c. 


Cr. 



Balance Sheet of Albert Pupil on 3lst January, 1907. 


Liabilities, £ js. 

Harry Frost 25 - 

CAPITAL 643 - 


£\ 






















It 


50. M.O. — A Money Order is an order made by one 
Post Office to another specified office, for payment of 
any sum not exceeding £40 to a particular person; or, if 
crossed, to blank; such sum having been first deposited 
with the issuing office by the sender or remitter. A 
small charge called poundage is made for the order. 

51. P.O. — A Postal Order is an order made by one 
Post Office to any other Post Office (not specified by the 
official), for the payment of an\ one of forty-one fixed 
sums, ranging from 6d. to 2is. to any person; the 
amount having been first deposited with the issuing 
office by the sender. A small ch.irge called poundage 
is made upon issuing an Order. 

Both Orders must ahvaj s be treated as Cash. 

52. TRANSACTIONS involving nev7 difficulties 
are explained either in numbered paragraphs, or in 
notes at the end of the respective exercises. The 
numbers of such paragraphs are given in brackets at 
the end of the transaction affected, and a note is indi- 
cated by ; — (.V.C.) 

Exercise 20. 

1907. Journalise the following transactions of Albert Pupil : — 
I’eb. 1. Assets — Cash in hand (see par 53a) .. rogg ja g 

Goods on hand . . ... 230 G 4 

Henry Giil owes me 4 - - 

Thomas Gee owe., me .20 - - 

Liabilities — I owe Harry Frost 25 - - 

Capital 543 - - 

Transactions : — 

„ 1. Bought of Field S: Co (see par. 53b) 

G doz. Pichwich Papers @8/ ... £2 8 - 

4 „ Vanity Fair <a 8/- 112 . 

1 „ Green’s History (g' 60/- 3 - - 

2 ,, .Alton Locl.e (g' 16/- 116 . glG - 

„ 2. Sold to Henry Hoole— Kingsley’s Life - 6 - 
-Alton Locke - 2 - 
Darkest .Africa -18 - 1 G - 

„ 3. Bought Goods for Cash 

„ 4. Sold Hy. Gill— Corn Law Rhymes "-10 

Whittier .5 

A. Lincoln 3 3 


1517 - 

318 - 
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Feb. 5. Bought of Cassell & Co. — 

History of England, 10 vols i310 - 

Life of Christ - 9 - 

1 doz. Combe on Education -10 - 

1 doz. „ Man - 10 - 4 19 - 

„ 9. Received M.O. (Cash) from Henry Gill 

,, 10. Raid for Repairs (sec pars. 54 & 81) 

,, 11. Sold Book for Cash 

„ 12. Bought Goods for Cash 

,, 1.1. .Sold to Henry Hoclc — 

Huxley’s Lay Sermons -12 G 

Burns - 8 - 

Knight’s Shakespeare 2 G G 

,, 16. Received R.O. (Cash) from Henry Hoole ... 1 G - 

17. Sold to 11. Frost — ifodern Painters 10 4 - 
Boswell’s Johnson 3 G - 
Waverley Novels.. 1010 - 24 - - 


,, 18. Sent Harry Frost R.O. (Cash) 1 • . 

„ 19. Bniiglit of George .Mien — 

1 doz. Sesame & Lilies @ G/- each 312 - 

1 „ Ethics of the Dust @ G/- e.ich 3 12 - 

1 ,, Ruskin’s Selections (S; 7/- each 4 4 - 11 8 - 

„ 20. Bought of Cassell & Co., Goods 913 - 

,, 22. Raid for Postage Stamps (par. 54) 1 - - 

,, 28. Cash Sales during month (par. o3f) l-tSlS 2 

,, 28. Raid Rent (par. 54) 10 - - 

,, 28. Paid for Advertising (par. 54) 6 G 8 

Post the Journal Into the Ledger. Make a Trial 


Balance, then Balance the Ledger, valuing the Goods on 
Hand a1 .£175. Prepare a Balance Sheet. (Sec page 109). 

53. N.B. — (a) When opening the Journal, Assets 

being Dr. balances brought forward, are 
debited ; and Liabilities being Cr. balances 
brought forward, are credited, thus : — 


718 . 
117 6 
3 9 C 
.s r, . 


3 7 - 
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When posting these six items to the Ledger you 
must use the words To or By Balance. 

(b) Although there are many particulars given as 

to the quantity and price of goods bought 
and sold, these details must not be entered 
in the Journal. The first transaction will 
come underneath the above opening entries 
thus •. — Goods Dr. £8 16 -. 

To Field & Co .....£8 16 -. 

(c) The term Cash Sales means receipt of cash 

for goods sold over the counter, and must 
be entered Cash Dr. To Goods. In practi- 
cal work (page 79) enter on Dr. side of Cash 
Book : — To Goods or To Sales. 

54. A TRADE EXPENSES A/c. must be debited 
with Repairs, Stamps, Rent, and .Advertising, &c. This 
a/c. is called a subsidiary- P. & L. A/c. because it helps 
the latter and relieves it of much unnecessary detail. 
When closing the Trade Expenses .A/ c. enter on the Cr. 
side, By Transfer to P. & L. .Ajc. £18 4 2, and carry 
this total to the Dt. side of the P. & L. A/c., and 
enter To Trade Expenses Ajc., £18 4 2. The Journal 
entry- for the first item of Expenses in Ex. 20 would be : 
Feb. 10. Trade Exs. (Repairs) Dr. £l 17 6 

To Cash 1 17 6. 


Dr. Trade or General Expenses A/c. Cr. 


1907 ! 

) ' £| 

s'd 

1907 ' i 

£ 

5 

d. 


To Repairs . . 1 ' 

17 6 

Feb 28 By Trumferto 





.. 23 

„ Postages..! i 1 1 

: - - 

, P.&-L.AIC 

1 1 

1 

!18 

4 

2 

23' 

,, Kent jlO 1 

i-i- 

, 1 

i 



tt tl 

„ Advertising | 5 1 

jeU 
1 1 

I 

r 

1 ! 




* £18 

1 4' 2 


1 £18 

4 

2 


Snpplementary Practical Exercise 20a. 

Walter Marshman (WooUea Merchant) had Assets and Liahit 
ities on the 1st November, 1909, as follows 


Assets. Cash in hand, £600 Lxahihiies, 


Stock of Cloth 

£2000 

Due to Soames & Co, 

... £400 

Due from Sami. Fletcher 

100 

„ Broughton & Co, . 

, . 300 

„ 1^* Ramsbaw 

50 

Capital 

... 2155 

,, Edward Booth 

35 


- 

„ _ George Taylor 

70 

£2856 

£2855 
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Nov. 2. Bought from Soames & Co. ; — 

20 I’cs.W’std. Coatings, Black = 625yds. ® 5/-£20C 6 • 
10 ,, „ Blue = 4l4ydB. @ 4/G 93 3 . 

8 Pcs. Vicunas, Blk. & Blue=2S0yds. @ 5/- 70 - - 

,, 3. Paid Soames & Co 300 - - 

,, 4. Sold James Ramshavf : — 

loo yds. Mixt. Trouserings @ 3/.... £15 - - 
80 yds. W’std. Coatings, BIU. @7/- 28 - - 


SO yds. Vicunas, Black @ 6/G 16 5 - 59 5 - 

,, G. Received Cash from Samuel I'letcher 50 - - 

,, 7. Sold Samuel Fletcher : — 

120 yds. W’std. Coatings, Blue ® 0/- 30 - - 
00 yds. Grey Mixture Cloth @ 6/- 22 10 - 58 10 - 

,, 9. Paid Broughton & Co 150 . . 

,, 9. Bought of Broughton & Co. : — 

20 Pcs. Tr’serings=742 yds. @ 3/G 129 17 - 

15 Pcs. Mixt. Cloth =520 yds. @ 4/- 104 - - 23317 - 

,, 11. Received from James Ramshaw, Cash 50 - - 

,, 12. Received from George Taylor 40 - - 

,, 12. Paid Wages 10 5 - 

„ 18. Sold Samuel Fletcher : — 

200 yds. It.alian Lining @ 1/6 15 - - 

120 yds. Fancy Trouserings @ 4/G 27 - - 42 - - 

„ 21. Sold to James Ramshaw: — 


50 yds. Superfine Blk. Cloth ® 8/- 20 • - 

60 yds. Black Vicuna @ G/- 18 • - 

50 yds. Lining @ 1/4 3 G 8 41 6 8 


„ 23. Received Cash from Samuel Fletcher 50 . . 

,, 24. Paid Soames & Co lOO - . 

„ 25. Received Cash from James Ramshaw 59 6 . 

„ 27. Paid Wages 11 . . 

„ 28. Sold George Taylor : — 


100 yds. Blk. W’std. Coatings @ 7/- 35 - - 

loo yds. Trouserings @ 4/- 20 - - 

100 yds. Linings @ 1/G 7 10 - 62 10 - 


„ 28. Received from George Taylor, Cash 70 - . 

„ 30. Goods sold for Cash lOO - - 

,, 30. Paid Sundry Expenses 4 . . 


Stock oj Goods 172300. {See page 109). 

Answer. Gross Profit, iOO G 8; Net, i'35 1 8; Capital, £2190 1 8. 


Supplementary Practical Exercise 20b. 

1908. Dec. 1. Prepare the Books of Albert Jones, Stationer. 
Assets — Dr. Balances. Liabilities — Cr. Balances. 


Cash £196 S 9 Henry Stephens ... X'.'lg 19 

Goods 238 4 3 Havden & Co 43 s 

Seth Whiteley ... 9 16 7 Millington & Co.... 59 16 

Edwin Wilson ... 14 2 8 Charles Town 26 18 

Norman Kaye ... 10 7 4 Capital 


£468 19 7 


£168 19 7 


Ci CO 
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Dec. M. Paid (or Repairs JCS 2 (J 

„ 15, Kccened M.O. from Frederick Davey 1 13 G 

„ IG. nought Goods hy Auction (or Cash . IG 4 3 

), 17. Sold to Walter Richardson ; — 

1 Roll Tracing Paper - S G 

1 Roll Tracing Cloth 1 IG - 

G Qrs. Drawing Paper, D.l'.. @ 10/- -1 IG - 
1 dor. Assorted Sable llntshes - 910 

3 Premier Piles . . 2/G - 7 0 7 17 10 

„ IS. nought (rom Millington R Co. ; — 

100.000 Xo 5 Manilla Pockets 05 3/G 17 10 - 

25.000 I'oolscap Cartridge ...((h 7/G 9 7 G 

10.000 No. 7 Owl P.archment ...@ 6/G 215 - 29 12 G 

,, 19. Sold to Seth Whitcley : — 

4 Rnis. Typewriting Quarto @ 4/3 - 17 - 

G ,. ,, I'oolscap ® 5/G 1 13 - 

1.000 Coinmcrci.al Envelopes - 8 G 

8 Rms. Duplicating Quarto Qt 2/- - IG - 

8 „ „ Foolscap . fe' 2/4 - 18 8 4 13 2 

,, 21. Received (rom Seth Whiteley .... 3 2 G 

,, 22. Paid (or Advertising G7G 

,, 23. Sold to Norman Kaye; — 

1 Ellam's Duplicator 5 5 - 

2 Tubes Black Ink ® 6/C - 13 - 

2 Bottles Varnish ® !/• - 2 - 

5 Quires Stencil Paper @ 4/6 1 2 G 

5 doz Carbons @ 4/- 1 - - S 2 6 

„ 24. Bought o( Charles Town : — 

3 Rms, Purple Roy.al ® 24/9 3 14 3 

50 Rms. I^arge Post. Cream Wove, 

23 lbs. = 1150 @ 25d.l315 G 17 9 9 

,, 24. Paid Chas. (own 2616 5 

„ 28. Paid Hayden «: Co -(3 5 9 

,, 28. Paid Christmas Gratuities 1 2 G 

„ 29. Received (rom Walter Richardson ... 71710 

,, 30. Sold Edwin Wilson : — 

4 Mani(old Books ® 2/- - S - 

1 Letter Balance IS - 

5.000 Manilla Envelopes @ 4/G 1 2 G 2 18 G 

,, 30. Received from Norman Kaye 1 11 - 

,, 31. Ready-money Scales 115 G 9 

,, 31. Paid Sundry Trade Expenses 315 - 

VaJtic oj Slock, .£269. (See fage 110). 

Answer.— Greji Profit, £77 18 6; A’e/, £G2 1 - ; Cafiial, £3G2 1 
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55, BANK. N Comnn-^ci'l B"ink nii r't.iWt'.li- 
mciU for tliP ^u^tot^ rsnil fs«( of Ban). biiM- 

iH-,s toii'-i'.ts pno' ipnllv of (!) K<tpiisi; Currt nl A/r‘. 
for ( iistoiners (2) rrrtisinj' D pomt^ :a inUr<*M di"*- 
coiintiiiK BilK of n\rh.in(;< (1) .uiv tni'mir mti'U') in iht. 
form of Cash CreclUs anti loatt'. or overt'rawn n/C'. i->\ 
ivsmnp: Bank Notes (fi) .tt-l'ii.: ,ts Xi^cus for oSlu•r^. 

Tilt iiuomt of n B ink is < Im !'•, tiiiivitl from (1) 
inlcitst on oscrtUasMi a ts , lo iro and nui ■ 'OT'ots 
Commission on clu qiit s tltuu. on Cirrtnt \,'c\ (')) 

(harf^is mull' on ciist iiuniii.f; Bil's of Ilsrhanpc (5) 
Commission nctistfl for at iiiif^ as . 11:1 nt (.'») slip issuing 
of Notts. Bankers .ustpt mo' r\ either ott drf'asil 
account or ritrrttit (ttioiitif 

\ Deposit Acconnt is om ulurc smns of niones are 
(kpQsitid, cither for a {mod of thret, siv, or 

twiUe months, or as.iilihlt at msiomcr's notice, nr on 
di'inatid. Tin rate of intinsi dtpentis on the tondi- 
tlons of the lodgment, Init it is not usual to niton interest 
for a less period titan a month The .11 knouledgmcnt 
of the receipt of a fixed sum h\ the hanker is gcnerallj 
given on an oblong piece of paper, known as a Deposit 
Receipt, on which is sptcifud tiie interest to be paid 
and the notice to be given befo»-e tiic monev is with- 
drawn. 

A Current or Drawing Account is one m whicli are 
entered transactions between two parlies; an open p/c. 
into which the customer of a Itank pav s monev and out 
of which lie may draw on demand, ■:nt}.out gir.ng nnv 
notice, the oldest credits bi ing set off against the oldest 
debits Monc> mav thus be lodged in a bank to be 
withdrawn or added to at anv (mir. with or v itliout 
interest, as m.u be agreed upon. U is the practice in 
London for a B.ink to require from .1 eusiomer that he 
shall keep a minimum balance of s.u £50 or more to 
his credit, upon which no interest shall be allowed, and 
in return for which the Bank shall cliarge no commis- 
sion to the customer on the turnover. In the provinces 
It IS more usual to allow 2% interest on credit balances 
and charge 2/0^^ commission on the turnover, i r , on 
the total amount of cheques drawn. There are six 
great advantages in having a Commercial Banking 
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1 . The inronvcnierjcc tlanper^if hnvJnfj in your 

otVicr *,r.n>v of nionty is asoitict!, not! you may 

fOCfivt' in!i'r< st {lu'fron. 

2. Uy nu'ans isf •.tiinll '*l‘ips of paprr oallod 
'' fhrqut's '• yi>» .me able lo transfer money, not only 
to iinnther cierdninl in your oven town, hut ;ilso to 
any p.ut of ti>e rouniry. thtis nvoulinj' tlie irouhfe of 
counlinjy am? the espensr .lOil risk of ‘enilinjf coin or 
notes, rin-tpn s ntay hr used as evidence iti case of 
disputed paytnents; .uid v'.iierc .all ytuir easii transac- 
tions are passed s'.irouirtr the I5:mi: an .aniiiciuic 
tcciin! is tlnis kept. 

5. Vmi may li.ive cn'lected without any tronidc 
tile <-as}i fni the tSirfjuiss and liills of evchanjjc 
received hy yoti, as well as li.avc yottr hill*, of 
t\ch;nv>:e <ii*eonnted. 

•1. A flanker is a continttal referee as to respect- 
.nhiiity, and thus a ine.ins of increasinyr your credit; 
while" information as to the stability of other itader.s, 
havinji a hankinir a'c., is easily ascertained. 

6. Von may overdi.iw your n/e. on providiufj 
surticient 'fcnrity to cover tfie overdraft. 

6. i\ n.mU is a secure pi.aee of deposit for any 
deeds, papers, or other property requirinfr .special 
('.are. It is also a re.ady ch.vnnct of obtaininjx infor- 
mation rcsiveclinp rommereial transaetion.s, payments 
abroad, buying or selling .stork, apd many other 

matters. 

When commencini' business, or opening .a current or 
drawing a/c. with a I>anU, it is usual to have an inter- 
view with the Manager, to arrange the term.s and .sign 
the Autograph Book, t'pon making your first deposit a 
66. PASS BOOK is handed to you by the banlccr, 
in wliich all the amounts received and paitf away by fjim 
on your behalf arc shown, lliis Book must be tatien 
to the Bank at frequent intcrv.als to be entered up, and 
on its return each item must be. carefully checked, in 
order to sec that you have been duly credited with all 
your deposits, and debited with the amount.s for which 
you have drawn cheques. Money can only be with- 
diawn from n Commercial Bank by means of a — 

87. CHEQUE, which is a stamped order made by 
the Drawer thereof upon a banker (known as the 
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58. A cheque may be drawn to be made payable 
either to Bearer or to Order. 

A cheque payable to BEARER is, as its name 
implies, payable to the holder or possessor, or bearer 
of it; that is, anyone who may present it at the Bank. 
Bearer clteques do not require endorsing. A cheque 
payable to ORDER is the most common kind, and 
always requires to be endorsed by the person to whom 
it is made payable before the banker will cash it. 

59. ENDORSING is the act of a peison to whom a 
cheque is made payable, signing his name across the 
back of it, at the perforated end. A Banker is not liable 
it he pays a cheque with a forged endorsement. A 
form of receipt to be signed by the payee is sometimes 
printed at the foot or on the back of a cheque; and when 
the amount is for £2 and upwaids a twopennj receipt 
stamp must be affixed. 

60. PRESENTING a cheque is the taking of it to 
the Bank named on the face of the cheque, and request- 
ing cash for the amount specified thereon. It some- 
times happens, however, that where a customer has not 
sufficient money in the bank to meet a cheque, the 
banker refuses to cash the same, returning it marked 
R/D (Refer to drawer) or N/S (Not sufficient funds), 
in which case the cheque is said to be dishonoured. 
After a cheque has been refused, w’hich exceeded the 
customer’s balance, smaller cheques may still be paid 
when presented. In Scotland, however, it Is not so; 
presentment of a cheque there establishing a lien on the 
balance in favour of the holder of the cheque. The 
remedy or right of action of the payee in respect of a 
dishonoured cheque is against the drawer and not the 
banker. On receipt of information from your banker 
that a cheque is dishonoured you must write to the 
person from whom jou received it demanding imme- 
diate ca.sh. The Journal entry would be A Person Dr. 
To Bank. In practical work enter the name of the 
debtor on the Cr. side of the Cash Book, placing the 
amount of the cheque in the Bank Column, and posting 
it to the debit of the debtor. A marked cheque is one 
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that has been initialled by the banker upon -whom it is 
drawn, thus indicating that he has sufficient funds with 
which to meet the cheque at the first “ clearing ” of the 
following day. 

61. The phrase OR ORDER which follows the name 
of the person to whom a cheque is made payable, means 
that such person may, by endorsing it, order or 
authorise anyone else to receive the monej'. There- 
fore an order cheque is not negotiable until it is 
endorsed; but a bearer cheque is negotiable -withoui 
endorsement. If the words order or bearer were 
omitted, or struck out, it would not restrict the negotia- 
tion of the cheque, which would be treated as an order 
cheque and require endorsement as such. 

62. A CROSSED CHEQUE is one on which (a) 
two parallel transverse lines are drawn across the face 
with or without Co., Not Negotiable, Under Fifty 
Pounds, &c., or the name of a banking firm written 
between them, as Beckett & Co., or Union Bank; (b) 
the name of a banker, merely, is written across, with- 
out the parallel lines. 

General Crossings. Special Crossings. 


/ 

/ 


1 

I 







vf' 

■'$/ 

/ ^'/ 1^1 

’ill 


tj 



The general effect of this crossing is that you cannot 
obtain cash for the cheque on presentation at the 
counter of the Bank upon which it is dratvn; but must 
simply pay or hand over the cheque to your banker, who 
will collect the amount from the banker named on the 
cheque, and credit your banking a/c. with the amount. 
Therefore the ordinary or general crossing of a cheque 
is equal to writing across it payable through a bank 
only; ivhile writing across It the name of a bank is 





equal to sayin);^ to your banker pay throuph thta baak 
only. The latter ntethotl i*- r.tlled a special crossing. 
In the following example tlie l.loyds Bank, Limited, 
would be compelled to pay the ioG lOt,. Gd. to 
Beckett iV Co., a*, the eio'.siujj i.pecial!y directs it. 
When du ques ate to be .sent by post tiiey should always 
be cro'-sed. If. when drawing a cheque, you should 
cross it by mistake, you may open it, taneel the 
ero.ssinq; by wriiinj^ across tlte cheque Pay Cas)>, and 
addini*' your sifrnature. A peison retcivinjj a crossed 
cheque, who has no hankinp a/c., must cither hand it 
over to a person who lias n bunking a/c. or lodge it at 
a bank for collection and call in a few days for the 
cash. In the latter case a small commi.ssion would be 
charged. .\ cheque which is not crossed is sometimes 
spoken of as an open cheque. Should you wi.sh to 
draw .a cheque so that none but the payee m.ay obtain 
the cash, it would be necessary not only to specially 
cross it .and mark it not nccolioblf, hiit also to strike 
out or order and insert only, which .alteration would 
require initialling. A blank cheque is one .signed by 
the dr.awcr without the amount being filled in. Such 
a cheque is sometimes sent in p.aymcnt of goods, the 
exact cost of which is only known to the payee, who fills 
in the amount. 

Srrciun Cuossrn Cinoer. 



63. In practice there arc four essentials in d 
a cheque ; that is filling up a cheque form. 

1, The date should always be that - 




the cheque is actually drawn or made out, although it 
is not invalid by rca<-on only that it is undated, ante- 
dated (dated before the true time), or post-dated 
(dated after the true time), or that it bears date on a 
Sunday. .An undated cheque would be refused by the 
banker and marked Incomplete. Post-dated cheques 
cannot be cashed until the arrival of the day named 
thereon, and those dated on a Sunday cannot be 
cashed until the following business day. 

2. The name of the payee, that is the person to 
whom it IS made pa\able, must be clearly and boldly 
written. When withdrawing money from the bank 
for yourself the word Self or Selves must be w’ritten 
in the place provided for the name of the payee. 

3. The amount must be clearly stated in words 
in the bod\ of the cheque, and in figures at the left- 
hand bottom corner. It is named twice to save 
uncertainl}, and as a precaution against fraud. 
.Although the banker is bound in law by the words it 
is the practice to return a cheque in which the words 
and figures do not agree, marked amounts differ. 
Where figures onlj arc given the cheque would be 
returned marked Incomplete. Should the amount be 
altered it must be initialled by the drawer, otherwise 
payment will be refused. 

It. Tire signature of the drawer or payer must be 
clearly written at the foot of the cheque. When an 
officer of a company draws a cheque he should sign 
as follows : — Per pro. Leeds Steel Co., Ltd., 

James Day, Manager. 

Before tearing the cheque out of the book you should 
enter on the Counterfoil at lea,st four items: — Date; 
name of payee; what the payment is for; and the 
amount. 

C5. Banker is his customer’s debtor when the 
balance of the a/c. is in the customer’s favour, and an 
o.'dinary cheque on a banker is a Bill of Exchange pav- 
able on demand, directing the banker (the drawee) to 
pa\ morns to some pasce. The authority of a banker 
U> pay n cheque diawn on him bv his customer is 
determined or rendered void by— (1) Countermand or 



stoppJnS (jnymonl by t1if> nistonu'r in writing. ('2) 
Nntirc nf cusVonwi 's dt'alh. N'olici’ nf instomer’. 
bankriipuy. (I) 'I'hc opcraluin of a C'l.tinisluc Ordor. 

Although tile drawer is liable for sis )e:irs on a 
t'lRHjtie, a banker would probtibK lefuse to e.isb a 
dn-quo six months old as stale. Tito hoklci' (rf .i 
du'qiie slinuk! p.ay it into the bank not later than the 
day aftei he has received it, as if retained longer he 
runs the risk of the bank failing, itt whidi e.ise he 
becomes the banker’s creditor. ’\\’!)ere a eheqtie lias 
been lorn in pieces arul p.asted together the hank would 
generally return it, m.rri.ed ("Vrec/in ititiliftitril. 

A banker is bound to know bis oiistomcr’s hand- 
V/ritinjf as drawer, and if a b.inkcr pays a dreque on 
whieb the drawer’s name is forjfcd, tire loss falls on the 
banker. The same rule afipbes if the body of a cheque 
be in f>arl forged, as in a c.ise of n cheque for Six 
Pduiuh, £0. which might easily be altered to Sixty, 
£(id, init not if vo eardessls rlrawn as to f.aeilitate or 
iinito fraud. 

If a banker disobeys the crosslnj? (that is, if lu- pays 
a crossed cheque arrrr'.s the eounter, or a specially 
crossed cheque to the wrong banker), be is liable to 
the true owner of the cheque for any damage he may 
.sustjtin through such pa}ment. 

05. When a crossed cheque is marked Not nego- 
tiable, it means that the receiver .shall not Irave, and 
shall not be capable of giving, a better title to the 
eheque than had the iterMin from w liom he look it. 
If the per.son who transfers the cheque had a good title, 
the taker is safe; otherwise, though he presents the 
cheque and gets the money, he may have to refund it. 
Tliese two words do not preveui transfer of a cheque, 
but merely constitute a caution addrc.ssed to the receiver 
or transferee and rcalh’ mean — Beware of the Trans- 
feror — the person handing you the cheque. If you 
accepted such a cheque from a stranger in return for 
some goods, and on presentation it was found that the 
.stranger had stolen it, you, although innocent, would 
lose the value thereof, which would be restored to its 
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lawful owner, who is protected from loss by these two 
words. The banker on whom the cheque is drawn may 
pay it to any banker who presents it if crossed gener- 
ally, or to the banker named if it be crossed specially, 
and the banker who receives the money may pay it to 
his customer, and neither banker, if he has acted in 
good faith and without negligence, will be liable to 
refund the money. The words not negotiable them- 
selves do not constitute a crossing, but are usually part 
of a crossing. 

66. How arc CHEQUES entered in the JOURNAL? 

a. /\11 cheques received by you must be treated as 
ordinary cash receipts, and therefore debited 
against the Cash A/c., and credited to the person 
or a/c. paying them to you. You will place 
them in your cash-bos, and when balancing will 
reckon them along with the notes and silver as 
part of your balance. 

b. Some merchants make a practice of endorsing 
and paying away cheques which they have 
received from their customers to others, to whom 
they arc indebted; in which case the person to 
whom it is paid is debited and Cash A/c. credited. 
For instance, you receive a cheque from E. Hart 
for £28 (which you debit to cash) and hand it 
on to 3 'our Creditor, G. Allen. The Journal 
entry on remitting to -Allen would be — 

G. Allen.. .Dr. £28. To Cash - £28. 

0. If you draw a cheque in favour of a merchant 
from your own cheque book your Cash A/c. is 
not affected thereby', because the merchant w’ould 
present and obtain the cash for the cheque from 
your banker. Therefore you would debit the 
merchant and credit the Bank A/o., not the 
Onice Cash .A/c. When you require cash for 
the office use you draw a cheque in favour of 
Self. This is called drawing cheque for cash, 
and would be journalised thus : — 

Cash Dr. To Bank. 

d. At least thrice a week a merchant should pay 
bis .surplus cheques, S:c., into the bank, the entry 



for ihis tr;!«rs'ic!iofi boinjj Dank Dr. 'I <> Citih 
T lie t"ish is hsntjt't! to the b.'tnkcr’.s cashier or 
tcUCT, nKconipanicd by a pnyiitjj-io.slip, or— 

67. CREDIT SLIP, ojmn which is fniert'd ihi- 
ainnunt of (he hillK, chetpieK, notes, ntrd toio; the toi.ii 
thereof heiny; i.-iTditi't} to the p.-iycr l>y the hariker. 
Ihe advantage of the nsc of this slip is^iha! it ran In- 
referred to in case there sJioutd arise any dispute ns tu 
the amount intended to be paid in. Most Credit Slips 
Jr.tvc Counterfoils attached t<» them. it> which ease vuu 
would enter t!u; p.articulars on the Cormterfoit for refer- 
ence, Most cn.siorners get the Coimterfoil initialled by 
the banker's clerk, while others retjuire the nrttount to 
hn- entered in the Pass Hook. Credit Slips mul Cheques 
form the basis of the Slip System of Hook-keejjing used 
in all banks. 

e olhf JJorksblrc Bnnklng Coinpaiip,£lmlicd. 


I'snVtjf SMr-. .. 

Cft«ntrjr Nivrt 

XI Tfrjstfltr No!r\,., . 

Ccu ; 

SiHff sns! Copjvff 

ten . 
ij> . . j . ■ 

<0 . i . 

1.1 GrcMt /'■r 

in . . 

12 • ; • 

Mitnh, lOtO. 

Curtf;} Accettn! t) 

......StU 

TeOl Cats 

17J 7 : 7 


L<>cjtCtr<J-JM unit P.O 'i ' 

bi'M Ihr mm 

t! : 10 : - 

Country ... 

Wl ,n| f 


f.6n-.!onCtjt?Tw'fi = 

119 2. C in t-y 


iu!i* ... .„ ; 

500 

Al.imUT PUPIL. 

Tool ii 

0:9 :lr. - 
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68. CASH not only incbules the current Coins of 
the realm, Treasury Notes, Cheques, M.O. and P.O., 
hut also BANK NOTES, which arc promissory notes 
on .some bank, payable to bearer on demand. Those 
banks privileged to iss'ue notes arc known as Banks of 
Issue. Very few of these issue notes of a greater value 
than £r>. The only hank issuing notes of a greater 
value than if 100 i.s the Bank of England, which is the 




(■II 


bankintj concern in (he worhi. The Bank, :is it 
is calif (i. issue* notes for i/i, iTO, £20, £."0, £10{1, 
e.fiOO, and £i,0(k). In Siotland and Ireland £I bank 
notes arc common. 


However useful .iiul toiuenient chcqucs mas be, they 
arc not IrnJi r, and tins i.initot at all times t.'ike 

the place of cum. I'or mst.ime, if you m.dcc a pui- 
chasc at a sale In .uniion, where you are unknown, 
the Auctioneer would not accept a mere cheque in p.iy- 
ment of sour indebtedness He would howeser, readily 
take an\ number of Il.irk of linpland notes, as they 
represent f'old. The ndvanlajfc of Treasury and Bank 
Notes o\cr large amounts c)f com is evident, particularly 
when it is remembered that l,()iK) sovereigns weigh over 
21 lbs- troy. 


Notes issued be .any bank otiier than the Bank of 
England are (.died Countrx Xo(r<, in order to dis- 
tinguish thc'm fiorn the Bank Soles issued by the Bank 
of England, which enjoys the evclusne privilege of 
issuing notes in London and for many milc.s around. 


69. COMBINATIONS m Journalising arc indic.tied 
by asterisks or st.trs.* It frequently haiipens that 
transactions of a similar nature occur on the same date, 
in whicli case they should be combined in order to 
reduce the number of entries and postings. For 
instance, all the three transactions on March .’ith, in the 
next exercise are m respect of goods sold. Instcad-»f; 
journalising each item separately, and \\-a^(§~<Fo 
hooc/s three tityics, you may combine thc;^as .iliown 
below-, thus saving two entries and postin^^ ^ ^*oods : 

'' tT 


Pr 


X2 7 
in 

2710 




MartJi 5 Henry Hoole 
Georye Grace 
Ld-u;n Hart 
To Goods 

March 12 . Goods £20 0 

To G corye A hen 
„ Cassell O* Co 
,, Cash ... 

When posting the combined sum of £-18 Hi 
Goods A/c. m the Ledger, you cannot say ByHo^ 
Grace and Ha,l. but must use the word— 

gent. lib. UDaihu: ■ 
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70. Sundries, which denotes more than one 
This word is generally employed when posting an 
amount made up of more than one item. 


Exercise 21. 


Journalise the following transactions of Albeit Pupil, \vhobe 
Ledger balances on 1st March, stood thus : — 

1907. Vr. O'- 

Mar. 1. Cash Dr. 401 19 2 


Goods 

Thomas Gee .. 
Henry Hoole .. 
Field & Co. . 
George Allen 
Cassell & Co. 
Capital 


„ 17S - - 

„ 30 - - 

„ 3 7- 


glG - 
11 8 ■ 
1412 - 
579 10 2 


£610 G 2 £610 6 2 


Transactions. 

Mar. 2. Paid into Bank (par. GGrf) 

„ 3. Bought Goods of Cassell & Co 

,, 4, Paid Cash for Cheque Book (Trade E.ts.) .. 

., 5. *Sold Henry Hoole, Goods (par. 69) 

5, * Geoti^e Grace., Goods 

,, 5. * ,, Edwin Hart, Goods 

,, G. Sent Cassell & Co, crossed cheque (par. GCr) 

„ 8. Bought of Cassell & Co., Goods 

., 9. Received Cheque from Edwin Hart (GGc) ... 

,, 11. Sold Goods to Edwin Hart 

„ 12. "'Bought Goods of George Allen (par. 69) 

,, 12. * „ „ Cassell & Co 

,, 12. * ,, ,, for Cash 

,, 13. Sold Goods for Cheque (par. 6Gn) 

„ 13. Paid Wages in Cash (Trade Exs.) 

,, 15. Sent Cheque reed, from E. Hart to G. Alien 

(666) 

„ IG. Received crossed cheque from Henry Iloolo 

,, 17. Paid into Bank 

,, 18. *Sent Cassell & Co., a cheque (par. 69) 

,, 18. * ,, Thomas Gee a cheque 

,, 20. Drew Cheque for Cash (par. 66c) 

,, 22. Sold George Grace, Goods 

,, 24. Bought of Field & Co., Goods 

,, 2G. Sent Cheque to Field & Co 

,, 28. Received Cheque from Thomas Gee 

,, 30. Paid Rent by cheque (Trade Exs.) 

„ .30. ,, for Gas by cheque (Trade Exs.) 

,, 31. Cash Sales during month (par. 53c) 



Post. Malm T/B. Value of Stock £106. 1 1 
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Exercise 22. 


Journalise; Post; mate T/B.; close a/cs. and draw B/S. 
1907. 

Apl. 1. The Cashier had in hand (par. 39) 2000 

2. Paid to Bank (par. GGd) 1950 

3. Bought from Prince & Co., 500 yards Cloth... 190 

], 4. Received from Coop & Co., 320 yards Cloth... 40 

, 4. Received from Bank (par. GGr) 40 

, 4. Paid Coop & Co., 4 £10 notes (Cash) 40 

,, 5. Sold George Webb, 120 yards Qoth 30 

,, 6. Received from George Webb, 2 £5 notes (Cash) 10 
„ G. Bought from Coop & Co., Silk ...£145 - - 

Satin... 7217 6-217 
,, 8. Paid Fire Insce. Premium by cheque (T/E) 4 

,, 9. Forwarded G. Webb, Velvets, £30, Satin, £29 6 59 

„ 10. Bought for Cash, Silk 12 

„ 11. Paid to Bank 20 

,, 11. Received from Dodd & Co., Cheque (66<z) 10 

,, 12. Bought from George Webb, 300 yards Cloth... G6 

,, 14. Sent Dodd & Co., Silks, £38, Cloth, £16 54 

„ 15. Sold Goods for Cash 14 

,, 16. Bought from Coop & Co., Goods 20 

,, 19. Bought from James Land — Merino... £37 10 

Stuffs ... 17710 — 215 

„ 23. Paid Borough Rate by Cheque (T/E.) 5 

„ 26. Cash Sales (par. 53c) 400 

,, 30. Paid into Bank 350 

,, 30. Paid Salary with £10 note, Ca.sh (T/E.) 10 

,, 30. Paid Sundry Trade Expenses in (iash 25 

Fa/wc of Goods unsold, £399 lOs. Od. (See fage 111). 


s. d. 


4 S 


17 6 
10 
6 
10 


10 6 


71. INTEREST is the premium or sum paid by a 
borrower for the use of money, and is usually charged 
at so much per cent, per annum. It is also the produce 
of employed capital. For example, in Ex. 23 you will 
find that the Capital invested is £700. It will be clear 
that had your business borrowed this £700 from a 
money lender you would have had to pay the interest 
thereon. And likewise when you employ your money 
in your own business it must be treated as a loan to the 
business, and interest charged by you in respect 
thereof, as though it were lent to you by someone else, 
or invested in some security. Interest on Capital, 
whether your own— the trader’s— or horfozvcd Capital, 
is a charge again.st or a loss to the business, and an 
allowance or gain to the lender; hence, journalise thus ■ 
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May ji. Interesi A/c.. .Dr. £2 15 - 

7’o Capital A[c. [or Lender’s Ajc.) ..£2 15 - 

72. BANK CHARGES include interest on over- 
drafts, commission on cheques and drafts, charges for 
cheque books, postages, and for collecting cheques 
payable abroad. While all Banks charge interest on 
overdrawn A/cs., most of them also allow interest on 
the minimum monthly balance of the Current A/cs. of 
their customers. The Commission charged by Banks 
to their customers for cashing cheques drawn by them 
varies from 1/6 to 2/6 per cent. It is customary for 
Banks to balance their books every half-year, when the 
Pass Books aie also balanced and ruled off. When 
an a/c. is overdrawn (that is where the customer owes 
a balance to tlie bank) an entry will appear on the Dr. 
side of the Pass Book (in provincial banks) for Bank 
Charges, to cover the Interest on the amount owing, 
and commission, &c. This amount may be debited to 
the Trade Exs. Ajc. and credited to the Bank. On 
the other hand, when you have a balance at the Bank 
you will find Interest added to the Cr. side of the Pass 
Book, in w’hich case you w’ould journalise as follows : — 

June 30. Bank Dr. £3 5- 

To Interest A/c £3 5 - 

or enter on tiie Dr. side of the Cash Book ; — 

June 30. To Bank Interest ... £3 5- 

73. DISCOUNT is an abatement or allowance made 
upon the payment of a sum of money, and usually takes 
the form of a percentage deduction. Thus, if you 
purchase goods value £10, and the invoice states 21% 
in JO days, it means that the seller will accept any time 
loiihin 30 days from the date of the invoice, the sum 
of £9 15 - in discharge, thereby allowing 5/- for dis- 
count. There are two forms of commercial discount, 
(a) Cash Discount is an allowance made on the prompt 
payment of a debt, or before it is due, or for payment 
within a given period, as illustrated above. The price 
paid for the advantages of Ready Money, (b) Trade 
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discount is an allowance (usually specified on the 
invoice) made by wholesale merchants to retail dealers 
(irrespective of time), varying from to 95%, in 
accordance with tlie custom of each particular trade. 
Trade discount is usually detlucfcd in the Purchases or 
Sales Books, and the net amount only posted to the 
ledger a/cs. 

Di.scount allowed by you, being a loss, is debited, 
while that allowed to you, being a gain, is credited to 
the Discount A/c. Being a deduction from the amount 
owing, the Discount is aheays entered underneath and 
in the same column of the Journal as the Cash, thus : — 

May 10. Cash Dr. £30 - - 

Discount A/c ,, -16 - 

To Arthur Carr 3016 - 

„ 15. Penn &= Co Dr. £105 - - 

To Bank 100 - - 

„ Discount AJe 5 - - 

Dr. (Ex. 23). Arthur Carr. Cr. 



On balancing the Ledger transfer the differences of 
the Interest and Discount A/cs. to the P. & L. A/c., 
and enter — To or By Interest .4 /c. or Discount A jc. 
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Exorcist) 23. 

Journalise, post, make T.B. ; close a/cs. and prepare B/S- 
1907, £ s. d. £ i 

May 1. Cash in hand (U.B. at fool of fage) 39 10 - 


Thomas Aller owes mo 35 10 - 757 18 . 

1 owe Penn & Co 57 18 - 

Transactions : — 

,, 4. *Sold Goods to Arthur Carr 30 16 - 

„ 4. * ,, ,, Thomas Aller 4512 - 

„ 6. Received Cash for Goods 37 7 G 

„ 5. Paid Cash into Bank 70 - - 

„ 10. Reed, from Arthur Carr, Cash (73) £30 - - 

And I have allowed him Discount - 16 - 30 16 - 

,, 11. Withdrew from Bank 10 - - 

„ 12. I'homas Aller paid into my Banking A/c. ... 50 - - 

„ 12. Paid Cheque for Goods 67 10 - 

,, 12. ’Sold .'\rthur Carr, Goods 2415 - 

„ 12. * ,, Walter Fell, Goods 48 5 • 

,, 14. Paid for Stationery (Trade Expenses) 4 16 - 

,, 15. Bought of Penn & Co., Goods 5616 - 

„ 15. Paid Penn & Co., Cheque (73) ...flOO - - 

And they allowed me Discount . . 5 - - 105 - - 

„ 15. Received from Walter Fell, Bank Notes 40 - - 

„ 20. Cash Sales (par. 53<:) 3612 6 

„ 29. Received M.O. from Walter Fell (73) £8 - - 

And I allowed him Discount - 6 - 8 5- 

,,30. Paid Rent ofWarehouse by Cheque(TradeExs.) 20 - - 

„ 30. Paid into Bank 75 - - 

„ 31. Paid Sundry Trade Expenses for month ... 7 17 6 

,, 31. Paid Wages in Cash (Trade Expenses) 4 10 - 

„ 31. Interest on Capital (par. 71) 2 15 - 

Value at Stock, t310. [Bal. of Office Cash, £39 6s. Gd. ; 
Bank. 1:329 18.s. -). 

N.B. — (a) In the opening entries the amount of the Capital is not 
given. It may be easily ascertained by deducting the 
only liability of Penn & Co. of £57 18s. Od. from the 
total of the four items of assets £757 18s. (See par. 
28). Journalise the opening or starting entries thus : 

1907. Dr. Cr. 

May 1. Cash Dr. 3910 - 


Goods ,, 350 10 - 

Thomas Aller 3510 - 

To Penn dr" Co 57 18 - 

„ Capital 700 - - 


£75718 - 757.W* 
C 
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74. BAD DEBTS. (Also par. 95a. p. 85.) Dur- 
ing^ the course of your business career you will no doubt 
meet with customers who will purchase goods and fail 
to pay for them. Some of these will become insolvent 
and bankrupt, while others will abscond or run away. 
From the former you may receive a composition or 
dividend upon the amount owing; but from the latter 
a total loss will be likely to accrue. The result in 
cither case is a bad debt, which may be defined as a 
debt receivable, that is sure to result in either a partial 
or a total loss. When you sustain a loss of this 
character, it must be "xritten off, and a Bad Debts A/C. 
must be opened, to which the amount lost must be 
debited. Like discount, the amount of the bad debt is 
always entered underneath and in the same column of 
the Journal as the Cash received. For instance, 
“ Received cheque for Debt of C. Bond, being first 
and final dividend of 10/- in the £ on £70,” would be 
journalised thus : — 

/une 4. Cash Dr. JE35 

Bai Debts Ajc „ £35 

To Charles Bond £70 

It is clear that if you merely credited Bond with the 
Cash, his a/c. would show an asset of £35, which 
would not be the fact, as you have accepted that sum 
in discharge of the £70, therefore Bond is legally 
relieved of future liability in respect of his debt, and 
his a/c. must be closed by being credited with the full 
amount. (See page 85). 

Whenever you are made aware that one of your 
debtors has died or absconded and left no assets behind, 
or has become bankrupt, and his assets are insufficient 
to cover the expenses attending the bankruptcy pro- 
ceedings, or when a debt receivable has become statute 
barred, through absence of acknowledgment for six 
years, you must at once dehit the Bad Debts A fc. and 
credit the debtor with the full amount. 

Should you be surprised one day by receiving an 
amount previously written off as bad or irrecoverable, 
you would credit the Bad Debts A/c. therewith. 
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On balancing the Ledger, the difference of the Bad 
Debts A/c., which is merely a sub-division of and 
subsidiary to the P. & L. A/c., must be transferred to 
the latter A/c., and entered To Bad Debts A/c., £95. 

Dr. Bad Debts A/c. (Ex. 24). Cr. 

1807 

Juno 4 To C. Bond 10/- 

„ 37 „ Stocks & Co , 

Dr. Charles Bond, Dock Street, Hull. Cr. 

1907 ' i ^ 

June 1 To Balance b/cl 70 l-i* Juncl 

I I L 

£ 70 I - - 

75. CHARGES ON GOODS. The purchase and 
sale of goods generally necessitates their conveyance 
from one place to another, and sometimes their lodg- 
ment in warehouses, and on docks or whar\’es. All 
charges for or in respect of the conveyance or ware- 
housing of goods increase the cost and must be debited 
to a Carriage A/o., the total of whicli must be carried 
to the Trading or P. & L. A/c. when balancing. The 
payment of carriage should be recorded in the Cash 
Book, thus : — 

June 15. By Carriage £18 10s. 

76. PETTY CASH is a sum of money allotted for 
the payment of small and trivial expenses; such as 
Postage Stamps, Carriage on Parcels, String, News- 
papers, Stationery, Travelling Expenses, Subscriptions, 
Time Tables, Gratuities, Matches, &c. An advance is 
made from the General Cash to Petty Cash A/c., the 
latter being debited and the former credited. The 
balance of Petty Cash is, of course, an asset. The 
Patty Cash Book is usually kept by a junior clerk, in 
which he records, in a convenient form for combined 
posting, the numerous small expenses above mentioned. 
The method generally adopted is that known as the 
Imprest System, whereby an even, fixed sum is 
advanced by the Cashier to the Petty Cash Keeper, the 
total of his petty payments being refunded to him at the 


£ s d. 

B> Cash 35 . . 

„ Bad Debt 35 - - 

£lo~ . 


1007 

JuneSO By Transfer to 
P.&-L Ajc. 


£ 

s 

95 

’ 

IF 

. 



GS 


end of the month, thus leaving him with the same fixed 
or imprest auiounl in hand, for the petty expenses of 
the following month. The Petty Cash Rook therefore 
only needs one side, seeing that it is Dr. for a fixed 
amount. In small businesses the total of each month s 
disbursements is debited to the Trade Exs. hfc., while 
in larger concerns the items are analysed either by 
tabular columns or otherwise, and carried to their 
respective a/cs. in the Ledger, on balancing the books. 
The six analytical columns in the example gi%-en in the 
appendix may, of course, be dispensed with. 

In working exercises, a solitary P.C. payment may 
be journalised thus : — June ■jo. Trade Expenses Dr. To 
Petty Cash, £4 75. jod., this being posted to a Petty 
Cash A/c. in the Ledger. When there are several 
items the more practloal method of keeping a Petty 
Cash Book should be adopted, which, of course, 
dispenses with the necessity of keeping an ordinary 
Ledger A/c. 


Dr. 


Petty Cash Book. (Hx 21). 


Cr. 


£ s. d, 

S - - 

1907 , £ 

[June 1 To Cash 

,, 30 By Sundry Trade Expenses 14 

,, 30 ,, Bitanc! c//i • 

s. d. 

7 10 
12 2 

£5 - - 

! ‘ 

£5 

- ^ 

Exercise 24, 

{These opening entries are shown on 

fage 95.) 


Liabilities \\^\ June, 1907, £ s. | Assets . — 


£ s. 


Due to tViIham Smith 133 - Cash at Bank 12.37 10 

Do. Walter Rudd.. 1G5 - Do. Office ... 53 10 

Do. Martin Kidd.. 209 - Goods valued at 755 - 

Do. John Ball 59 15 Due from Alfred Wells 123 15 

Albert Pupil’s Capital 1850 - Do. .Stocks 5- Co. 79 - 

Do. Charles Bond 70 - 

Do. Henry Bell.. 100 - 

June 1. .\d\anced for Petty Cash {By Petty Cast:) £3 

,, 2. Sold Alfred Wells, Goods for Cash 125 


„ 2. Paid Walter Rudd, cheque £lGt 2/-, Dis. 18/- .. 1G5 

,, 2. Paid into Bank 100 

,, 2. Remitted William Smith on a/c. by cheque fX B.r.) 100 
„ 4. Receiied Cheque for Debt of C. Bond, being first 

and final dividend of 10/- in the ,C on £70 (74) .. 35 

6. ’Sold Caleb Brett, Goods 90 

„ 6. ’Sold Alfred Wells, Goorls 43 

6. ’Received cheque from Alfred Wells 100 

.. 6., » Do. do. Henry Bell SO 
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June 7. Paid cheques received into Bank (66(7) iloO . . 

,, 9. Bought of Martin Kidd, Goods 550 . . 

,, 9. Remitted (sent) him cheque on a/c 200 . . 

,, 11. Sold Henry Bell, Goods 78 10 • 

„ 12. Sold goods for cheque, paid it bank to-day 

. UV.B.d.) 93 . . 

,, 14. Drew cheque on bank for cash (66c) 50 - . 

„ 15. Paid Carriage A/c. in cash (75) 18 10 - 

,,17. Paid Cash for Repairs 17 15 - 

,, IS. Sold Stocks & Co., goods for cash (iV.B.a)... 160 - . 

And on credit 101 . . 

„ 20. Bought of John Ball, goods 20 5 - 

,, 23. Bought goods for cheque £300, for cash £20 320 - . 

„ 24. Paid rent by crossed cheque 40 . . 

,, 24. Received from Alfred Wells, cheque £60 - - 

Discount allowed by me 3 15 - 63 15 - 

,, 25. Sent J. Ball cheque in settlement .£76, Dis £4 SO . . 

,, 27. Received from Stocks & Co., a composition of 

13/4 in the £ in discharge of debt£180(74) 120 - . 

„ 29. Paid into Bank 310 . . 

„ 30. Cash Sates during month (53c) 31710 • 

„ 30. 'Paid Trade Expenses by cash 24 6 - 

„ 30. * Do. do. petty cash (76) 4 7 10 

„ 30. £>tie to Midland Railway Co. for Carriage 

(.V.B.d) 23 4 5 

„ 30. Interest credited to my a/c. at Bank (72) ... 3 5 - 

,, 30. Interest on Capital (71) 714 • 


r.7/i(c ( 1 / (7o<>.fs. C990. (B<!/. oj Office Cash, .£-t25 Ds. ; 

Banh. fOOO l:)s.). 

N.B. — (<j) In Journalising debit Cash £100, Stocks & Co. £101. 

To Goods £261. In practical work put total in 
Sales Book. 

(6) This amount is not paid but merely due, therefore 
journalise Carriage A/e. Dr. To Midland Rly. Co. 

(c) “ On a/c.” means “ in part payment of a larger sum.” 

(d) When a cheque is received and paid into Bank same 

day the Bank should be debited and not Office Cash. 

n, PARTNERSHIP is the relation which subsists 
between persons, known as a firm, jointly carrying on 
business in common tvilh a view to the acquisition ol 
gain. The combination of two or more {not exceeding 
twenty) persons called Parlner.s, to carry on any busi- 
ness or trade, each sharing the profits and losses as 
may be previously arranged. The chief advantages of 
a partnership are union of capital and union of different 
qualities. Although not absolutely necessary, it is 
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customary and expedient for partners to have prepared 
by a Solicitor and to sign a stamped Agreement known 
as Articles of Partnership, setting forth the terms 
arranged between them. The death or bankruptcy of 
any ordinarj' or general partner dissolves the partner- 
ship unless otherwise stipulated by an agreement. In a 
Limited Partnership, which must be registered, there 
must be one or more general partners liable for all the 
debts of the partnership, and one or more limited 
partners, who are liable for such debts to a stated 
amount only. 

An a/c. should be opened for each partner’s capital ; 
the entiy for the first item in the next exercise being : — 

July 1. Cash Dr. £2,000. 


To Albert Pupil's Cap. Ajc £1,000. 

,, Leo Pupil’s do. £1,000. 


In practical work these two amounts would be 
entered on the Dr. side of the Cash Book, office column. 

.A.S the shares of the partners are in this case equal, 
you will, when closing the P. & L. A/c., share the Net 
Profit equally between them as shown below : — 


Dr. Profit & Loss A/c. (Ex. 25). Cr. 


1907 


£ s.d. 

U*07 , 

£ 

S. 

d. 

juiT ai 

To Carriage A/c 

20 5 . 

July31 !By Gross Pro6t from 




•• 

„ Wages A/c. 

„ Bad Debts A/c 

„ Interest A/c 

«, Discount A/c.^ 

II Trade Eis. A/c. 

„ CafMaJ AJis.:^ 

A . Pupl £Z2 19 7 
L. Pupil £52 12 7 

16 - . 
€2 - . 

C 6, 7 
3 19 9 
18 . 6' 6 

’ 

103 12^ 2 

I Timber A/c 

232 

IL 



£ 

232 I5‘- 

i £ 

232 

IS 


78. 

DRAWINGS 

OF 

PARTNERS are 

those 


amounts, or the \-alue of those goods, which are with- 
drawn by them from the firm for their private use, 
during the progress of the business, in anticipation of 
profits. These sums must not be debited to their 
Capital a/c., but a subsidiary a/c. to the Capital a/c., 
known as a Drawing A/c., for each partner must be 
opened and debited. The Interest allowed on the 
capital of each partner (see par. 71), as well as his share 
of the profit realised or loss sustained, must be placed 
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to his Capital A/c. unless a Current A/o. Is kept, In 
which case they may be transferred thereto. Partner’s 
Salaries should be debited to the P. & L. A/c. Drav/- 
ings and Current A/cs. arc balanced in the ordinary 
manner, but being subsidiary to the Capital A/cs., the 
difference of each must be transferred to the Capital 
Ajc. affected. The items on the 16th July in Ex. 25 
would be entered on the Cr. side of the Cash Book in 
the Bank column, or journalised thus : — 

A. Pupil's Drawings Afc Dr. £10 

L. Pupil's do. ,, 10 

To Bank £20 


If the withdrawals of the partners are 'unequal, 
interest should be charged thereon, Ex. 42, thus : — 

C. Maxc'y’s Drawings A jc.. Dr. £16 5 

W. Bell’s do. ... „ 10 11 

To Interest A/c £1 17 4 


Dr. 


Albert Pupil’s Capital A/o. 


Cr. 


1901 

]ulj 3lJ 

ToT?ra\MnfisA/c ! 

£ 


d. 

.. 31 j 

„ Dalauce .. .. c/d 

10311 


11 

1 

i 

*l! 

1057 

2 

11 


lOOT 

July 1 By Cash 

,, 81 I »» Interest 
„ 31 j „ Net Profit 


Aug 1 i By Balance 


1 

£ 

s. 

d. 


1000 




4 

3 

i 

1 

62 

19 

7 


1037 

2 

u 

b/dl 


*2 

u 


Dr. Albert Pupil’s Drawings A/c, Cr. 


1901 



m 

1 

11 





s. 

July 16 

To Bank 


10 



July 31 

By Transfer to 




.. so 

.. Do 


10 




Capital Afc. 


m 




£ 

20 

J. 




£ 

i 

- 


Dr, IjOO Pupil’s Capital A/c. Cr. 


3907 



£ 

s 

d. 




£ 

s. 

d. 

July 31 

ToDrawlngsA/o 


20 


- 

July 1 

By Cash 





.. 81 

„ Balance , 

c/d 


2 

11 

.. 81 

•1 Interest . 


4 


4 
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„ Net Profit 


62 

19 

7 



£ 

1057 

2 

U 



£ 

n 

n 

11 





~ 


Aur 1 

By Balance .. 

b/d 

10d7 

% 

IT 

Dr. 

Leo Pupil’s Dra'ningB A/o. 


Cr. 


1901 



£ 

5 

d. 

1907 



£ 

s 

d. 

July 16 

To Bank 


10 

- 

- 

July31 

By Transfer to 





80 

„ Do. 


10 




Capital A/c. 


20 





£ 

20 


- 



£ 

m 

" 













Balance Sheet of PUI’IL BROS., on Slst July, 1907. 


LiaHlUits. 
Sundry Creditors 


! £ U|J 


Tree Co ‘ 40-1 


"■“’'Albert Pnp!!... flCtlT 2 11 
Leo Pupil XKCT 2 11 


2071 


£2114 510 ] 


Aistlu 

£ 

Casli In hand £23 17 9 


Cash at Dank 5-19 3 7 


Petty Cash 2 8 6 

m 

Sundry Debtors 


Benin. Dean ... £21 - 3 


Ilowo A Co. ... 173 10 - 


ClifrordPears... 83 - “ 


Sanuicl Giles... 67 10 9 



poo; 


eorf 

£ 



79. GOODYiflLL. Pcrscvcr.incc and industry are 
usually successful, and a commercial or professional 
man who has worked steadily through the weary period 
of probation finds, sooner or later, that his goods or 
services are in fairly constant demand. This is seldom 
due, however, to the number of his promiscuous cus- 
tomers or clients, but rather to the fact that certain 
persons go to him regularU. These regular customers 
have confidence in the man, and i^oinhvill towards him; 
and they constitute what has been well called his con- 
nection, commercial or professional, thus affording him 
the security of a fairly constant income. The labour 
and cNpenvc by which he has acquired a reputation and 
gained the good feeling of these persons, would, in the 
event of his leaving the neighbourhood, be completely 
lost to him, were it not that experience lias shown that 
in many cases, ^inrt of this goodwill may be transferred 
to another. There arc generally to be found persons 
who arc eager to acquire in this way, as it were, a ready 
made business, and who arc willing to pa;.’ large sums 
of money for the opportunity of so doing. Goodwill 
has been defined as (1) “ Koiliing more than the chance 
that the old customer.s will report to the old place.” (2) 
“ niat cunncciioii in a trade which induces customers 
to d<^-al with the pcr.sons who carrv on the bu.siness.” 
(')) ’* The benefits and advantages accruing from the 
hainitial ciisiomcrs of a successful business.” {■!) 
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“ The advantage or benefit which is acquired by an 
establishment beyond the mere value of the capital 
employed therein, in consequence of the general public 
patronage and encouragement which it receives from 
constant or habitual customers on account of its local 
position, or common celebrity, or reputation for skill 
or affluence or punctuality, or from other accidental 
circumstances or necessities, or even from partialities or 
prejudices.” 

While Goodwill has a cash value when a business is 
being sold or a partner admitted, it is not generally 
available for the discharge of ordinary liabilities, and 
being therefore of such an uncertain and a precarious 
character, Goodwill should generally be written off or 
depreciated by annual instalments until it is extin- 
guished. 

The price paid for Goodwill is generally based on the 
average net profits. For instance, a business which 
has produced an average annual net profit of £100 
might be bought at the price of two years' purchase, 
viz. : £200. I'he price varies from one year’s purchase 
to five, and from the few pounds paid for the Goodw'ill 
of a small retail shop to the millions obtained on the 
flotation of a large limited Company. 

In purchasing a business the amount unexpended by 
the purchaser is called Working Capital. In Ex. 25 
Pupil Bros, commence business with £2,000, and they 
purchase from Exley his business for £1,500, thus leav- 
ing them £500 with which to work the business. 
In Ex. 25 journalise the purchase of the business thus : 

July l. Goodzvill Ale £>r. £200 - - 

Timber Ajc ,, 950 . - 

Benjamin Dean ,, 21 10 3 

Home Co „ 11115 2 

CU-fford Pears 24 6 7 

George Peel „ 93 - - 

Samuel Giles ,, 49 8 * 

Oliver // elm „ 50 - - 

To John Exley £1500 

Exerdso 25. 

Albert and Leo Pupil commenced business on the first July, 
1907, as Timber Merchants, under the style or firm of Pupil 
Bros., each with cash £1000. (See par. 77.) (Practical .see page 



On the same day they purchased for £1500 in cash the busi- 
ness of John Eilev, including the Goodwin, for £200; Stock of 
Timber for £950,' and Bool: Debts as follows Benjn. Dean, 
£21 10 3 ; Howe & Co., £111 15 2 ; Clifford Pears, £24 6 7 ; 
George Peel, £93; Samuel Giles, 049 8; Oliver Helm, £50. 
(Sc-e par. 79.) 

Do not lorgtl to record tie faymerj to Exley 0 } £1500 in cash. 

£ s. d. 

Julv 2. Opened Bank A/c. and deposited 450 - - 

3. ‘Sent Timl>er to Clifford Pears 3910 • 

„ 3. * Do. Samuel Giles 15 6 9 

{Use the name Timber Ale. in tkis Ex. instead of Goods.) 

„ 4. .Ads-anced to Petty Cas.h (7G) 30 - - 

„ 4. Rcc. cheque from C. Pears £23, Dis. £1 G 7... 21 C 7 

,, 5. Bought limber from Tree & Co. ICS 10 - 

,, t>. Paid Carriage thereon by cheque (75) 10 7 G 

„ 5. Sold Timbfr for Cash 2G 4 3 

„ 5. Paid into Bank .... . 50 - - 

,, 6. Sold Timber for cheque 7810 - 

,, 9 Remitted free A Co., cheque £100, Dis. £S 10 ICS 10 - 

,, 11. Bought of Tree & Co., limber 140 • - 

,, 11. ‘.Sold Tiinbier to Howe & Co. 373 30 - 

,, 11, ' Do. Benjamin Dean 2910 - 

„ 11. * Do. Olucr Helm 03 8 - 

„ 12. Paid Cheque into B.ank {CCd) 78 10 - 

,, 12. Paid ('ash for Carnage of Timber (75) . 9 17 C 

13 Paid Borough Rate in Cash (Trade ICjts.) .. 10 9 • 

,, 14. Drew Cheque for Cash (CCr) ... . 20 - - 

,,15, Rec. cheq. from lloT.c £ Co. £100, Dia. allowed 515 2 

„ 16. '.Albert Pupil drew cheque (or pruate use (78) 10 - - 
., IC. '1-eo Pupil do do, 10 - - 

16 Drew rliequ" (or Wages (SO) 6 - - 

,, 17. Pndnr'ed clicfiue received (to.ti Howe Co. 

and sent la Tree &. Co , on a/c (065) . 300 - - 

„ 19 George Pee! (ailed and paid into our Banking 

A/c. a cr-mfvisition of G/g in the £on £93 (74) 31 • - 

,, 23. Reed, cheques (paid into Bank same day) ... 183 - - 

Prom 'Benjamin Dean on a/c 30 - • 

'S.ainuel Giles on a/c. 45 - • 

'Oliver Helm. £105. Dis, £5 8 - 113 8 - 

fslan}- Dr. cjci, /I,,. />. X5 8 -) 

„ rC. '.'■eld Timlier to Chdord Pears . 4310 • 

„ 26. ' Do. Samno) Gi'es 3710 • 

,, 30. Alien and I-r-o Pupil er"-h drew a dieqtie (or 

£10 frr private u<e (78( ... oq . . 

„ 30. Drsw cheque far wages (go) . 8 - - 

„ .31. B.-iik l.-U'-revt credited (72) . 2 1 1 

" C.aptr.e,achc.iee(:j')£{"9 4;;; gee 

.. 31. p.'id Sundry Trade P.xs. cut of Petty Ca-h... 7 IG 6 

Cl \r. 0 \ of Of.ee Cask. 

I"'- IT- 9 ’. , /'jeh, fjift 3,, yq j 



80. A scpafatc Mages A/c. must be opened for 
E\. 2,"). This a/c. is, of course, subsidiary to the P. & 
L. A/c., and on balancing the books the total of the 
Wages A/c. must be transferred to the Dr. side of the 
P. & L. A/c., and entered : — To JVages Ajc., £16. 


Dr. Wages R/c. (r\ 25) Cr. 


1907 

BIHHIH 


Of 


IHIHHIHii 

£ 


d 

July 16 


KB 

in 




m 


.. 30 

■MuQUI 

iB 

fl 



16 

B 



[im 

£16 - 

B 



n 

B 
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81. PROPERTY or ASSET A/CS. are those which 
record all your transactions in every description of 
property, such as goods, mines, buildings, fixtures, 
furniture, machinery and plant, implements and tools, 
horses and carts, cattle, ships, stocks and shares, 
debentures, mortgages, bills of exchange, goodwill, 
patents, copyright. Like a Goods or Purchases A/c., 
on purchasing any kind of property you open an a/c. 
in respect thereof, and debit it with the cost. And on 
the contrary, when value goes out on the occasion of a 
sale or a loss, credit the a/c. affected thereby. Should 
any portion of property remain unsold at the time of 
balancing, the value thereof would represent an asset, 
and would require including in the Balance Sheet. 
After insertion of value on hand (if any) on the Cr. side, 
any difference beween the two sides of the a/c. would 
represent either a loss or a gain, and would accordingly 
need transferring to P. & L. A/c. 

Rent, Interest, Dividends, also any other form of 
income or revenue arising from any description of 
property must be credited to the proper subsidiary P. & 
L. A/c., and not to the Property or Asset A/c. 

The amount paid for ordinary Repairs, Painting, and 
other Expenses of either fixed or movable property, 
being necessary for the maintenance of its value, are 
charges against income, and must be debited to the 
proper subsidiary P. & L. A/c. and not to the Property 
A/c. 

The cost of permanent Improvements and ad < ' 
however, ^^*i>,materially increase the origin- 








nf the oroperty, such as the erection of an additional 
tra bulding, anew roof, the paving of a 
streft the sinking of a new shaft, a new engine or 
boiler’ a new body for a cart, new office furniture, &c., 
mii<;t be debited to the Property A/c. concerned. 
Nearly all forms of property, even when kept in goo 
repair, are however, subject to— 

82 depreciation, which is a periodical deduc- 
tion in respect of the diminished value of any orm o 
property caused by wear and tear and antiquity. It 
wilf be^ quite clear to you that buildings, fixtures, 
machinery, tools, utensils, carts, &c., must waste away 
tmd become obsolete, therefore it is only right that 
their value should be shown to have been reduced by 
an ample deduction or writing off from their previous 
value. There are various methods of estimating 
Depreciation, and of recording alterations in value, but 
it may be said in regard to any of them that the object 
in view is so to treat the nominal eapital in the books, 
that it shall always represent as nearly as possible the 
real value. The best plan is to establish average rates 
which can, without much trouble, be written off every’ 
year. Thus, if you contracted for the laying down of 
an engine, and a boiler at a cost of £500, and depre- 
ciated the same at the rate of 7^% annually for 10 
vears, on the diminishing vaiuc, or balance of the asset, 
the result would be that, at the end of ten years, the 
value would appear in your Ledger at £229. The 
account below shows the amounts credited in respect 
of depreciation for the first five years. 


„ Do. 421 IG 3 


Dt. 

Engine & Boiler A/c. 

Or. 


15)21 

1 £ l..'d 

mi 1 


£ 1 

[s'd 

Jan. 1 

ir-23 

To Co9l ' MO - ' - 

! { 

Dec 81 
im ! 

By Depreciation 37 

10 - 

Jan. 1 
1021 

Eal.i 4&2'l0 . 

i ii i i 

Dec 81 ] 
1923 1 

.1 Do. 

31 

|13 5 

\ 

Ian 1 ! 

! ,. Do 427 IC f 

Dec SI ! 


32 

r 

\TA 

S ‘ 

\ 


Jan 1 

i „ Oo.'j 39514, C 

Dec 31 i 
IKS ' 

•. Do. 

23 

'V 

Jan 1 

1 „ Do.j II 

Dec. 81 

» Do. 

, 27 

T 

Jan. 1 

1 ,. Do.jl E.-19 11 11 


1 

i 



„ Do. 8(!6j. It 
„ Do. £03 11 11 


JourViaVisc Depreciation thus ^ 

Al>r!l 30. Depreciation Ajc. Dr, £6. 

To Ojjicc Furniiiirtii etc. £6. 

On balancing the books the total of the Depreciation 
Ajc. should be carried to the Dr. side of the P. & L. 
A/c. and entered: To Depreciation Ajc. 


Dr. Depreciation A/c. Cr. 




£ 


itni I „ 

£ 

s. 

d. 

Dec.Sl 

To Engine & Boiler, 7i%j 

„ Machineryi 10% ■ 

87 

50 

i6‘ 

. i . 

Dec 31 1 ByTransfer to 
, P,(S^L.Alc. 

1 

( 

116 



It >1 

” ” 

„ Ofiice Furniture, 7i% 
„ Horses fi: Carts, 10% 

7 

20 

10*- 





£ 

115 

- - 

' £ 

' 116 


- 


Dr. 


Machinery A/c. 


Cr. 


im 
]an. 1 

To Balance 

1 Isld 

1921 

l>ec31 

By Depreciation .. 

£ is. 
60 - 



£' 60 ol- - 


1 , BrtJancg c/d 

£ 

4501 - 

coot- 


The following are some approximate 
Depreciation on diminishing values : — 

freehold Dwellinghouses, Warehouses, Factories, 

and Offices, excluding value of land 

Factories subject to rough usage 

Wood and Iron Buildings 

Fixed Plant 

Stationary Engines and Boilers 

Portable Engines and Boilers 

Contractors’ Locomotives 

Machinery 

Furniture and Fixtures ... 

Horses 

Ships ... 

Trucks and Waggons 


Rates of 


li% to2J% 
^% to 5% 
5% to 10% 
5%to7i% 
n% to 10% 
10% to 15% 
15% to 20% 
5% to 10% 
n% to 10% 
15% to 25% 
5% to G% 

n%foio% 


83. A/CS. OF STOCKS AND SHARES mu.st be 
kept in the same manner as a Goods A/c., purchases 
being debited and sales credited. In balancing the a/c. 
the value of those on hand (which should be the 
average market price) is placed on the credit side like 
Value of Goods unsold,” and the difference between 
the two sides is carried to the P. & L. A/c. Of course, 
the balance of stocks or shares unsold is an asset.. 
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PRACTICAL BOOK-KEEPING. 


8S. You cannot have failed to notice in working the 
preceding exercises, that the majority of the tran- 
sactions consist of ; — 

(1) The receipt and payment of Cash. 

(2) The buying and selling of Goods. 

While you cannot bestow too much care in obtaining 
a thorough grasp of the principles of journalising, it is 
found inconvenient in actual business to journalise 
every transaction (as in the Coniincnial System) and 
therefore other Journals are brought into use, which, 
although greatly diminishing the labour entailed in 
mere journalising, do not interfere with, or in any 
degree sacrifice, the principle of double entry. By 
the employment of these subsidiary books, or Books of 
Original Entry, transactions of a similar nature are 
collected together, hence the number of original entries 
and Ledger postings is materially reduced; and thus we 
get what is known as the English System of Book- 
keeping. 

Some of the books required in practical work are : — 

1. Cash Book, for entering Cash received and 
paid, whether Office or Bank; also for Discounts. 

2. Purchases Journal or Bought Book, for enter- 
ing Goods bought on credit; also purchases for cash, ^ 
where creditor’s name is given. 

3. Sales Journal or Sold Book, for entering 
Goods sold on credit, also sales for cash, where 
debtor’s name is given, and particularly sales to 
regular customers. 

4. Journal Proper, for transactions which cannot 
be entered in any of the above books; also for adjust- 
ments and transfers from one book or a/c. to another. 

8. Ledger, for abstracting or classifying the 
contents of the above and other subsidiary books. 

In order to be able to work Exercise 26, which is 
specially designed for illustrating the practical method 
it nil! be necessary to read carefully paragraphs 86, 87, 

97, 100, 102 only. All the exercises should now be 
worked practically. 
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89. Bfi-NK COLUMNS. As the majority of 
traders have banking a/cs. and pay most of their credi- 
tors by cheques, payable ** on demand,’ it is found 
economical and convenient to record the Bank tran- 
sactions in the Cash Book. This is an excellent 
arrangement, particularly when you remember that 
what the banker does is simply to conduct some of your 
cash transactions, therefore it is only proper that the 
records of all cash transactions, whether conducted by 
yourself or your Banker, should be made in the same 
book, a Double Column Cash Book. 

If you will substitute the word “ Bank ” for the 
word “ Cash ” in par 86 you will find that it is appli- 
cable to Bank transactions. See Cash Book for Ex. 
21, page 84. 

90. All payments by cheque must be entered on 
the Cr. side of the Cash Book, in the Bank Column, 
because the bank pays the money on presentation of 
the cheque. If you draw a cheque for the purpose of 
obtaining Cash for the office as in Ex. 21, “ March 20, 
Drew Cheque for Cash, £15,” such a transaction will 
require Uvo entries. In the first place it is a payment 
by the Bank of £15, therefore enter on the Cr. side in 
the Bank Column — By Office, £15; and in the second 
place the Cash-box receives £15; therefore enter on the 
Dr. side in the Office Cash Column — To Bank, £15. 

Not only does a payment by the Bank to Office need 
entering twice in the Cash Book, but also a payment to 
the Bank by Office. “ March 2. Paid into Bank, 
£390.” This requires recording on the Cr. side in the 
Office column — By Bank, £390, and on the Dr. side 
in the Bank column — To Office £390. The reason why 
such transactions require entering twice is, of course, 
in order to carry out the principle of double entry, 
which in these particular transactions is completed in 
the Cash Book, no posting of these items being 
necessary. 

The imaginary difficulty arising from making both 
entries in the Cash Book soon vanishes if you will but 
mentally journalise the transactions thus ; — Cash Dr. 
To Bank £15 and Bank Dr. To Cash £390. By 
adopting this suggestion you perceive at once upon 
which side and in which column the entry must be made. 



91. Cheques received by you will be placed in the 
( nsh-bo\, and beinj^ Cash receipts must Ijc entered in 
the Dr. Office column. If a »inj:lc Cheque be paid into 
Bank the same day as received, then enter it in the 
Bank column only. 

92. BALANCING BANK COLUMNS. The debit 

Bank column .shoidd be an ex.net copy of one side of the 
Bank r.iss Rook, and the credit Bank column should 
be nil exact copy of the Cheque .side of the Bank Bass 
Book. .‘Vn unpresented or dishonoured cheque would, 
of cour.se, cause a disagreement between the balance of 
the two books, as also xrould Bank Charges or Interest. 
In the case of the Bank debiting you with Bank 
Charges you must enter the amount in the Cr. Bank 
column of the Cash Book — By Bank Charges. On the 
Bank allowing or ci editing you with Interest, the entry 
\\ould be To Intcrcsl i'3 - in the Dr. Bank Column. 

93. Vour Bank Pa'-s Book should alw.iys cither 
agree or be made to agree with your C.ish Book. If 
the balances of the two books should disagree a 
Reconciliation Statement should then be made out as 
follows ; — 

M.'vr. 31. " Pass book ” n.-ilance ... £277 G . 

Less clicqucs not presented . — 

„ 30. A D.aj — Rent £10 - . 

„ 30. Leeds G.is Co. ... 8 7 ■ 18 7 . 

258 19 - 

Plus cheques paid in but not jet credited .. (nil) 
Agreeing with jour Cash Book £25319 - 

94. POSTING Bank Columns. The posting of the 
items in the Bank Columns is similar to the posting of 
the items in the Oflice columns, except that you may 
cuter To or By Bank instead of Cash, 

As the Cash and Bank columns take the place of 
those a/cs- in the General Ledger, and are therefore 
complete a/cs. in themselves, the equalising Hems 
between Bank and Office do not need to be posted, but 
should be ticked or marked Con. (for Contra.) in the 
Led. Fob column, so as to facilitate the posting of the 
remaining entries. 



TWO COLUMN CASH BOOK 1oi> Exopolso Ht 



April I iTo Balances 



95. DISCOUNT COLUMNS. Tlic icccipt and 

payment of C’nsi! is so frequently accompanied with 
the allow.arice of di‘-coimt tliat it Jias been found 
sulvanlaf^eovK to keep the Discount A/c. in Hint section 
of the l.edecr knoun a'? the Casli Book, so tlint the 
allow mice for discount may he entered at the smite 
(inic, on the siiuie ode of the hook, and on the smiie 
httr as llic cash entry, hut in a different column, thus 
rcMiltinj; in the Three Column Cash Book shown on 
the next patje. 

Each item of discount must he atlded to or posted 
tilonjr with its accompanyinp cash item to the proper 
Bersonnl A/c. and entcied thus : To or By Cash, and 
To nr By Discount. Sec I’ajje til. 

The totals of the Discount columns, ns shown on 
page SO, must be earned to the Discount A/c. in the 
l.cdgcr and hat. meed as shown In low. In large con- 
cerns scpaiale aws. arc kept m tiie impersonal ledger 

for Discounts Received and Discounts Allov/cd. 


Dr. Discount A c. (Hx. 2:U Cr, 


1307 "i”” 1’ s 

May 31 I ToSnndrj- Debtor* , 

I per Cash Book 1 1 

i ,, Ttiinsfir 10 
1 P &L.AIe ..313 

t ^ ^ 


1907 " ~ £ 

May 31 By Sundry Creditors 

per Cash Boot! 6 


£ 5 - 


r> 


9Sa. When a composition or dividend of so much in 
the £, is received in discliargc of a debt, only the amount 
actually received must be entered in the Cash Book, and 
the remainder, being a Bad Debt, must be recorded in 
the Journal, thus ; — 

/lire 1. Bed DeUs Afc Dr. £33 

To CKcrUs Bond £3.3 


96. In some business establishments another narrow 
column is ruled by the side of the dale columns, the one 
on the Dr. side being used for inserting the number of 
the counterfoil of the receipt given for the money; and 
the one on the Cr. side being used for inserting the 
number of the voucher received in acknowledgment of 
the payment. Payments to the principals or partners 
should be initialled by them in the voucher column. 




ITq Balances 











PURCHASES DAY BOOK. 

97. Spccuil journat or //oo/i of Ortfriiinl Entry, 

k vomctiiwH caSU'ti the Bou{5ht Book, or Invotco Book, 
from ihc f.icl that into it aro daily copied (after havinp: 
hten ciucked and initinlUd) the invoices which you 
ncetvc in respect of the floods bought on credit, as well 
a*, for cash, where the creditor's, name is given. It 
mu'-l record th.e dale of each pui chase; the name of tlie 
seller; and the quantity, n.ime, rhiss, price, and cost of 
the gOfxlK, .\ ..(,ond metliod i.- merel) to co])) the 
d.ife, nuiiic, and imieimf (entirely omitting all the 
tlet.'uk), and after mimlarmg tiie iinoieo, to place it on 
a file for future refi rcun*, whah e* an cvcellent mctliod. 

Trade Discount imn.t he drdnctrd in the first or 
tletaiis rohimn, and only the net amount of the purchase 
c.urJed into the second or tot.d column. 

It is found useful for purposes of reference to insert 
the number of the Invoice m a special column ruled hy 
the side of tlie I,e<l. I'ol. Col. 

In some husmess iiouses. however, instead of using a 
I’urchases Hook oi file, they prefer to use a Guard 
Book. This is a large Scrap Hool: made of c.nrtridge 
paper and folioed, into which all the invoices received 
are folded, endorsed, and p.istcd. Money columns 
run down the riglit-liand side of e.ach page, into wliich 
arc extended the totals of the vaiious invoices, thus : — 


Voided tfiti'iff endorstd ard fasltd in Guard Book, 

2nd August, 1907 IrokCrj ‘ . 

Jamc'? Cecil 1 1 ^ 


98. POSTING. All the persons named in yonr 
Put chasc.s Hook being your creditors, you will therefore 
post the .amounts to the Credit side of their personal 
a/cs. in the Ledger, and enter the Date, By Goods, Fol, 
Amount. As the total of the Purchases Book repre- 
.sents Goods coming In or purchases, it must be posted 
monthly to the debit side of the Goods or Purchases 
A/O. by entering the Date, To Sundries, P.B., FoL. 


8R 


PURCHASES BOOK for Exercise 2G. 


Date. 


. Lrd 

Pjrtic p--^ - 1 Fo*» ! Cctiilt- Totals. 

: Cr. ' 


1907 ’ * 

A.ug.' 2 James Cecil. 

720 jurds Cotton ^ 1/1 
672 Zanella^ 

I 

„ ' 4 ’ Alfred Scott. 

, 30G j-ards Satin (H 4/9 

.. 9 James Cecil. 

lOOOjards Tapestrj'gS/- 

„ ' 17 James Cecil. 

1290 yards Shirtin{:5?2/C 

iOS Cretonoc. 5 1 ®/^ 


! 


19 Alfred Scott. 




334 j-aeds Diaper ^ 1/5 


„ , 27 Alfred Scott. 

i 1 69 j .ardi Worsted (5 "/• 

' -I .. Satin ^ 10 / 


£ jsld.^ £ ;s 

39 I - ! - 1 
39 , 4j - , 78 ; 4 


'd. 


1 i 

! |_.79 

'! 1 ' 

, ' il50 
I I 


161 IS-' 

72 ' 9 - 233 


! ' I 

I 53 1C, - 
42 ’ - i-'lOO 


Good* or Parchascs A/c. Dr. 


16‘ . 

1 £ 669 U4I . 


161 


K- 

i 

4!. 


S9. Von at. ill obscra-c th.nl by entering .nil the credit 
pnrcbascs in a special book, ,ns above, instead of jour- 
n.nlising' such trarjsaclion.s. .n great .saving of labour is 
tirecled. Had the above si\ transactions been jour- 
nalisetl, six postings to the Goods A/c. in the Ledger 
aaonld have Ix'Cn necessary, but the total only of a Pur- 
di.nscs Bool; needs porting to the Goods or Trading 
A/r.f as hdoav : — 


Dr. GOODS A/c., 

, Ese-icj'c 26. 

Cr. 


1 r 1 <3 

ltW7 

' Sittt. j 

t ! 

i it li i 

Atjc fToCtjh^ ^ 

< 4''lr‘. 

v..f . 10 

1 j 

CrCa'h 

! 1 *i’ j! . 

^ U ^ 

‘ r; r . 


? / i >5 ‘r* 7^. 

1 ' tr. ) - 

« -n * „ ivi 

• K i; . 

z ^ 

‘ „ iJo. . 

! «:ii e 

^ ^ 1>C 

r: I f 

^ in 

' .s Do* 

1 ,, Mt3 S 

• « - J. 

• m ‘ J* V 

mu - 


, .. S'-*o.frse<5*n 

W 1*. ' ^ 0/-'2 / ' 

1 

' IX t r 

•* - 

1 ♦. * (J-i? ij — 

gd TSI1&. 
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SALES DAY BOOK, 


100. This Special Journal or Book of Origmal 
Entry is called the Day Book, because in it is daily 
recorded particulars of goods sold on credit, as well as 
for cash, where the debtor’s name is given. It must 
specify the date of sale, the name and address of the 
buyer, and the quantity, name, class, price, and cost of 
the goods. Sometimes the method of delivery and any 
special terms agreed upon arc also stated, thus : — Per 
L. ^S^’ y. Ry. ; Carr. pd. one ino'it}i. These parti- 
culars arc obtained fiom the Order Book, into which 
they were entered on receipt of tiic order. While the 
rulings of the Older Book vary, of course, with the 
character of the business, the principal columns are : — 
(1) Date Received (2) Name and Addtess (3) Description 
of Goods ordered (4) Price (5) Date sent (G) Description 
of Goods sent (7) Sales Book Folio. 

In some establishments each order is entered upon a 
separate printed form, and after execution these sheets, 
which really form part of the Slip System of Book- 
keeping, arc bound into a lile which constitutes the 
Sales Day Book as well as the Order Book, thus cflcct- 
ing a great economy. 

The combinations permitted in jojirnalising, as shown 
in par 6f), are not adopted in practical work, each 
transaction being entered separately. 

When the details of a sale have been entered in the 
Sales .Book and checked, the invoice should be made 
out therefrom and forwarded to the purchaser. It is 
customary in some oiTices to write invoices in copying 
ink and retain a copy in the press-copy Invoice Book, 
the number of the page being entered in the S.B. Other 
firms type their invoices, taking and filing carbon 
copies, as part of the Slip System. 

101. POSTING. As all the persons named in the 
Sales Book are your debtors, you must therefore post 
the amounts to the Debit side of their respective per- 
sonal a/cs. in the Ledger, and enter the Date, To 
Goods, FoL, Amount. 
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Seeing that the Sales Book contains particulars of 
Goods going Out or sold, you will post the total thereof 
to the Credit side of the Goods or Sales A/o. by enter- 
ing the Date, By Sundries, S.B., FoL, Amount. 

SALES BOOK for Exercise 26. 


Date I 

Particulars 

Led 

roi 

Dr. 

Details. 

ToUls 

1907 




£ 

s 

d. 

£ 

s 

d. 

Aug. 

3 

Ezra J 0 DC 8 . 










80 yards Zanella^ 1/6 


6 

. 

- 






3G ,, Cotton @ 1/G 


3 

14 

- 

8 

14 

- 


6 

Edwin Fox. 










48 yards Zanella @ 2/- 





4 

16 

- 


13 

Ezra Jones. 










100 yards Tapestry@4/- 





20 

- 

- 


13 

Edwin Fox. 










20 yards Tapestry (^3/G 


3 

10 

- 






20 „ Zanella @ 2/- 


2 

- 

- 

5 

10 



20 

Edwin Fox. 










20 yards Tapestry @8/6 

1 

1 



3 

10 

- 


29 

Ezra Jones. 

1 

1 








80 yards Cotton @ 1/6 

, 6 

. 







20 ,, Worsted@7/6 

i, ’ 

10 


13 

10 




1 Goods or Bales A/c...Cr.' 

tl 



i£56 

- 



PURCHASES BOOK and SALES BOOK. 

102. The following remarks and suggestions are 
equally applicable to both these books, in which entries 
should be made relating only to the goods in which the 
trader deals. The occasional purchase or sale of any 
other asset, such as plant and machinery, fixtures, 
furniture, &c., should be passed through the Journal. 
(See par. 103 .) Cash purchases or sales should always 
be passed through these books where the name of the 
buyer or seller is given, in addition to the receipt or 
payment of the cash being recorded in the Cash Book. 

. pages are folioed and v'ertically divided 

into file sections, the first being for the Date, the 
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second for the Name of the Person and the Particu- 
lars of the transaction, the third section being for the 
Ledger Folio on posting, the fourth section being the 
inner money column for the Details, and the fifth 
section being the outer money column for Totals. 

2, When a purchase or sale consists of one item 
only, the. amount should be placed in the outer or 
extended column. When more than one item, the 
separate sums must be entered in the first or detail 
column, and the total only carried into the extended 
column, on the same line as the last item. Trade 
discount should always be deducted, the net amount 
only appearing in the outer column. 

3. Each different date must be written in the date 
column, being followed by the name of the person, 
and beneath that the particulars of the goods. 

5. The name of the person must be boldly written, 
commencing close to the left-hand margin line, while 
the particulars of the goods should commence a little 
to the right of that line. This produces a good style 
of work. Carefully study the examples given on 
pages 88, 90, 92, 93. 

5. A thin red line should be ruled between each 
transaction, across the page from the left-hand mar- 
gin line, through the inner money column, but no 
further. Such lines keep each transaction distinct, 
besides giving a finish to your work. 

103. DEPARTMENTAL COLUMNS. Merchants 
who deal largely in a variety of goods require to know 
the result of their transactions in each article. It is 
therefore necessarj’ for them to keep a number of 
•specific Goods A/cs. Both the Purchases Book and the 
Sales Book can, with great advantage, be adapted to 
the classification of goods, either by dissecting and 
summarising the various items at given periods, or ’ 
the more preferable Tabular or Columnar i 
ruling, ^ditional money columns and classi'" 
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Items dail) (Sec pages 92 and 93 ) A Purchases 
Book may be ruled uith columns to accommodate all 
the purchases of the business, including materials used 
in manufacturing, such as Oil, Soap, Fuel, Dyetvares, 
Sundries, also Plant &. Machinery, &.c. 

The tuo methods in a Sales Book would appear as 
on this and the next page • — 

SALES BOOK summarised. 


Date 

1907 
Sept 1 


Particulars 


15 


18 


23 


30 


Fred Long, i 

5 Tons Manvers @ 12/- 


George Kaye. 
10.000 Bncks 

3 Tons Lime 

1 

@ 20/ 
@21/ 

Clay & Co. 

6,000 Bricks 

2 Tons Nuts 

to 

Sykes B'os. 

50.000 Bncks 

10 Tons Lime 

@20/ 

@21/ 

Fred Long. 

1 Tons Engine 

2 „ Manvers 

CO 

Shaw & Sons. 

8 Tons Lime 

@21/- 

Tayior & Fry. 

20 000 Bncks 

20 Tons Engine 
5 ., Lime 

@20/ 
iS 8/ 
(a 21/ 

( Touil 

1 

. ,. 


Led 

Fol 

Dr. 

Detail® 

Totals 


£ 

s 

d 

£ 

s 

a 





3 

- 

- 

' 

10 






1 

3 

3 

- 

13 

3 

• 


5 

6 






• 

!! 

1 

6 

8 



50 







10 





60 

10 

• 


1 

12 






1 

4 

- 

2 

16 


1 

1 




8 

8 

- 


I 20 







8 

- 

- 





5 

5 

- 

33 

5 

- 

li 

, t 

I 



£127 

5 

- 


Cr. £85 5 - 
Cr. 1414 - 
Cr. 27 G - 


SUMMARY Bricks A/c. 

Coai A/c 
Lime A/c. 


£\27 3 
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TABULAR or ChssUicd SALES BOOK. 


Date 

1 

Partktihrs i 

t'JUT 

1 

Sept 

!1 

I 

i Fred Long. 

1 6 tons Jilanvcrs (ff 12/ 

II 

|s 

i 

George Kayo. 

10,000 Bricks @20/ 
8 tons Lime @ 21/ 

11 

1 

0 

1 

i 

Clay & Co. 

5,000 Bricks @ 21/ 
2 tons Nuts (rf 0/ 

It 

15 

SykcB Bros. 

50.000 Bricks @ 20/ 
10 tons Lime 21/ 

II 

i 

18' 

1 

Fred Long. 

4 tons Engine @ 6/ 
2 ,, Manvets(2i 12/ 

■■ 

23’ 

1 

Shaw & Son. 

8 tons Lime @ 21/ 

II 

i 

1 

30 

Taylor & Fry. 

20,000 Bricks @ 20/ 
20 tons Engine @ 8/ 

6 ,. Lime @21/ 


X* 


I 


iTfbit c®"*' *< 


i; 


Cl 

s 

kl 

1 

{ 

a 

1 

I'l 

lii 

1 

s 


3 

_ 

l-i 


1 

! 

) 

! 

1- 

i 

/ 

i! 

l' 



10 


1-10 

1 

1 

' 

i , 

'i 

1 


li 

j 



3 

3 




I 

[ 

' 

1 


3 

■ 

6 

5 

- 5 

5 

. 

1 

4 


1 

i 

1 

{ 


i 

! 


18 




I 

18 

1 



J 

60 


50 









10 lOl - 



1 



10 

10 


1 12 

• 









1 

1 




21G 





8 

8 

_ 



1 

1 


1 

1 

8 

8 


20 


20 

. 


1 






8 





8 

. 

- 




5 

5 

• 






5 

5 

• 

127 

5 


S 


14 

14 


*27 

G 


1 

L F 20 

LE 

30 

L F 40 


POSTING. The .ibovc form of a Purchases or Sales 
Rook requires posting in prcciscK the same manner as 
f’ireited m p.irs, 'IS .uul K 1 I he totals of the abo\e 
columns \\ouUl be posted monthly to the credit side of 
the three separate accounts— But ks, Coal, Lime, and 
the Ledger folio placed immediately underneath the 
totals, as sbo^\n above. Of course, separate A/os. must 
be opened in the Ledger for each article dealt m, so that 
the profit or the loss may be found thereon ; and after 
the insertion of the Stock on the Cr. side, the difference, 
in each account, being either a gross profit or a gross 
loss, must be transferred to the Trading or Profit 
Loss A/c, 
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JOURNAL PROPER. 


105. In practical work the Journal is only used for 
recording’ such transactions as do not come within the 
scope of the other books, such as Interest, Bad Debts, 
Depreciation, Reserv'es, Dishonoured Bills, Adjust- 
ments, the purchase or sale of plant, furniture, &c., 
and for recording opening and closing entries, although 
some business houses also prefer to journalise the totals 
of the subsidiary books. 

The total of a Purchases Book would be journalised 
thus : — Goods or Purchases A ]c. Dr. £570 5 - 

To Sundries (Creditors) £570 5 - 

and the total of a Sales Book thus : — 

Sundries (Debtors) .. .. Dr. £472 10 - 

To Goods or Sales Ajc £472 10 - 

Of course, “ Sundries ” does not need posting, as 
each separate item has been previously posted to its 
personal a/c. from the Bought or Sales Book. 

105. OPENING or STARTING ENTRIES con.sist 
of those items which form the B/S. or Statement of 
Affairs at the commencement of a business or a given 
period thereof. In Ex. 24 it will be seen that the open- 
ing entries consist of twelve items, totalling to £2418 
15 -, as shown in the example on the next page. 
Should the opening entries consist of Cash or Bank 
merely, then they would only require entering as 
Capital in the Cash Book, and not in the Journal at all. 

106. CLOSING ENTRIES are those which are 
made on balancing the books and consist of : — 

(a) The differences of the subsidiary Goods and 

P. & L. A/cs. which are transferred to the 
Trading A/c. or general P. & L. A/c. 

(b) The differences of gains or losses of the 

various Property and Trading A/cs. 
which are transferred to the P. & L. A/c. 

(c) The net difference of the P. & L. A/c. which 

is transferred to the Current or Capital 
A/cs. 

(d) The net difference of a Current or Drawings 

.4/c. which is transferred to the Capital 
A/c. affected. 
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Example of Opening, Intermediate and Closing Entries, 

JOURNAL for Exercise 2?. Page 68. (Practical) 

Dr. Or. 


Juno 1 Bank.... Dr. 

Cash 

Goods 

Alfred Wells 

Stocks & Co »* 

Charles Bond 

Henry Bell 

To Wnilam Smith 

„ Walter Rudd 

,, Martin Kidd 

„ John Ball 

t, Capital A/c. (A. Pupil) 

CTotat of Opcaiog Eatries). 

II i Bad Debts A/c. Pr. 

To Charles Bond 


Led) 

Fol \ £ s. d, 

1237 10 

53 10 

765 - . 

r 123 15 

1 "ra 

70 

100 


,» 27 Bad Debts A/c 

To Stocks & Co. . 


To Interest A/o. 


„ P. & L. Afc Dr. 

To Trade Expenses A/c | 

P. &L.A/C Pr- 

To Bad Debts A/o 

„ Goods A/c Dr. 

To P. & L, A/c 

P. &L.A/C Dr. 

To Carriage A/o 

„ Discount A/c Dr. 

To P. & L. A/o 


133 

Iffi 

203 

I 59 16 

I 1850 

Ueus 16 - £2118 15 


..pr. 60 


,1 SO Carriage Or. 

To Midland Ry. Co. | 

II I, Interest A/c Dr.| 

To Capital A/c 

Total ol Journal 

Closing Entries ns follows i— 

„ „ P. A L. A/o Dr. 


1 P. & L. A/c 

To Capital A/o.. 


23 4 5 


l£25« 13 5 £2544 13 


eS 8 10 


41 14 5 


126 6 9 


£3252 9 6 l£32.52 9 


OG 

Practical Exercise 26. 

From the {ollowing transactions compile a Purchases, Sales, 
and Cash Book, after having studied paragraphs 86, 87, 97, 100, 


1907. JS s. d. £ s. d. 

Aug. 1. Cash in hand 1000 - - 

,, 2. Purch.ased from James Cecil: — 

720 yds. Cotton @ 1/1 39 - • 

672 „ ZancUa @ 1/2 39 4 - 78 4 - 

,, 3. Sold to Ezra Jones : — 

80yds. ,, Zanella @1/6 6 - - 

36 ,, Cotton @ 1/6 2 14 - 814 - 

,, 4. Receired from Alf. Scott, 336 yds. Satin @ 4/9 7916 - 


,, 8. Paid Cash for Goods fO 15 - 

„ 9. Bought of Jas. Cecil, 1000 yds. Tapestry@3/- 150 - - 

,, 10. Received Cash for Goods sold 31 1 - 

„ 11. Paid Wages in Cash 11 1 - 

,, 12. Sent to Ezra Jones, 100 yds. Tapestry @ 4/- 20 - - 

,, 13. Paid J.imes Cecil .• 78 4 - 

„ 13. Received from Ezra Jones 814 - 

,, 13. Sold to Edwin Fox : — 

20 vds. Tapestry @ 3/6 £310 - 

20 Zanella (n 2 2 - - 510 - 

„ 14. Received from Edwin Fox 4 16 • 

,, 15. Bought for Cash, Goods 57 5 - 

„ 10. Paid Alfred Scott 79 16 ■ 

„ 17. Paid James Cecil 150 - - 

„ 17. Goods sold for Cash 43 1 • 

„ 17. Bought of James Cecil : — 

1200 yds. Shirting @ 2/6 £101 5 - 

138 ., Cretonne (a 10, 'G ... 72 9 - 23314 - 

,, 18. Ezra Jones paid me 20 - - 

,, 19. Purchased from Alf. Scott, 3S4 yds. Diaper 

(S 1/5 27 4 - 

,, 20. Sold Edwin l'o\, 20 yds. Tapestry 3/6 ... 310 - 

.., 21. Paid Cash for t.oods 65 15 - 

,, 22. Cash Sales 45 11 6 

,. 23. Paul .-Mfred Scott ... .\ 27 4 - 

25. Paid Wages 9 1 - 

,, 26. Handed James Cecil, Cash 23314 - 

„ 27. Bought of .-\lfred Scott : — 

ICS j'ds. Worsted @ 7/- £5816 - 

84 Satin & 10/- 42 - - 100 16 - 

„ 28. Bought Goods for Cash 67 1 6 

,, 29. Sold to Ezra Jones : — 

80 yds. Colton ffi 1/6 £6 - - 

20 „ Worsted @ 7/6 710 - 1310 - 

,, 29. Received Cash from Edwin Fox 9 - - 

„ 30. Sold Goods for Cash 53 13 6 

„ 30. Paid Rent 50 - - 

Paid Trade Expenses (Sundries) 7 13 - 

S/oci o1 Goods. £781 10 - 
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107. After posting Eserrisc 20 in accordance with 
pais 8S, 98, 101, prepare a Trial Balance, in ^vhich do 
not foigot to include the totals of Cash Book, minus the 
balance. When the C.ish A/i uas in the ordinaiy 
Lcdgci you always included the totals in the T.B., and 
although this a/c. is now in a separate book the totals 
must still be included in the T.B., in which all accounts, 
wherever they may be kept, should appear. In prepai- 
ing ihe B/S. don’t forget to include the Cash in hand. 
The following shows both forms of a Trial Balance — 

(1) Total posbus:s to the ledger; not used in business. 

(2) Differences of the postings, business method. 

Trial Balance for Exercise 2C. 



1 

(1) Totals. 



1 (2) Balances. 


Ledger A/cs. 

Dr. 

1 

j Cr 



Dr. 


Cr. 



£ 1 

s 

|d 1 

4 

s 

Id 

4 

1 ^ ' 

d 

£ s 

d. 

Cash 

1215 

17 

i • 

883 

9 

1 0 

832 

X 

C 



Capital 1 




1000 


t 

1 

1 


lOOO - 


Goods 

9001 

to 

0 

220 

7 


C77 1 

3' 

01 



Trade Expenses 

77 ' 

15' 





77 

15' 

- 1 



James Cecii .... 

401 

181 

• 

401 

18 



1 1 

I 


! 

Allred Scott .. . 

107 1 



207 

16 

. 



i| 

100 10 


Erra Jones .... 

42 I 

t 


28 

11 


1.4 

10 



i 

Edw in Fox . . 

13 1 

10 

1 

13 

16| 

- 



1 


I 

Totals ORree 

£2825 


0 

£2825 

J 

6 

£iiro 

lo' 


' £1100'lC 

1 - 


Dr, 

Profit & Loss A/c. for August, 1907 

Cr. 

1907 ! 

! j ^ s d 1 

1907 

1 

£ s d 

Aug SI 
.91 ' 

ToTtiideExs A/c 77 K. - 
,, NETPKoriT 20 ll ti * 

A«k 31 

B\ Gross Profit 1 
fruiB Goods A/c I 

101 G G 


£ 101 G G 


£' 

lai G (j 


Ex. 26. Balance Sheet on Slst August, 1907. 


Usbllltles. 

£ s d 

Assets. 

£ s d 

Alfred Scott 

100 IG - 

Cash in hand 

332 7 b 



Stock of Goods 

7bl 10 

CAPITiL 

102G U G 

Frra Jones 

13 10 • 

£ 

1127 7 6 

1 

1127 7 6 






U 
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108. RETURNS and ALLOWANCES have to be 
dealt v.-ith in almost every trade for a variety of reasons. 
Errors and Omissions occasionally arise in all business 
houses, and when these occur in connection with the 
packing’ of goods or making out of invoices, they must 
be remedied by one of two methods. The commonest 
mi.stakes consist of sending short quantities and over- 
charging either in price, calculation, or casting. 
Where the mistake is discovered within a day or two of 
the dispatch of the incoice, a letter of apology should be 
written, entlo.sing a corrected inyoice, the original one 
being cancelled. Where, however, the mistake is not 
discovered until the records h:i\c passed through the 
books, it will be necessary to remedy the error by proper 
entries, and to send a Credit Note to the customer. 

On the examination of ^oods by a customer he some- 
times finds the whole or a portion of them to be 
unsatisfactory, the principal cau.ses being ; damages m 
manufacture; inferior to sample m quality, weight) 
colour, or composition; damage in transit through 
imperfect pacldng; too late for die market, etc. 

Occasionally a trader being out of Stock of the exact 
class of goods ordered, v.ill \eniu.''e to send those of the 
nc-are.st quality in the hope that they may suit the pur- 
poses of his customer, who, of course, is entitled to 
return them. 

i03. Many businesses use crates, tins, boxes, bar- 
rels, packing cases, sacks, in which to di.spatch goods- 
V. hen these empties are charged for the\ are usually 
rctarnalile by the customer. 

On account of the cost of carriage incurred in return- 
<ng defective or other goods, the seller often propose' 
di.at the buyer shall keep them at a reduced price, and 
if agreed, the seller forwards the buyer a Credit Note 
giving particulars of the cllowance made. 

110. Goods sold to a customer arc entered in the 
S.^lcs Book and the amount posted to the debit of In*’ 
a.'c., therefort when a- returns any goods, or an 



allowance is ni.ule in rcspi-(.t (luTfuf, il is iicccssai) tliat 
t!u' ciistonicr shoukl bv orcdltod. 

Wlien };o(u!s aic soUl an Invoice, seltinp; forth full 
particulars as to the quaniit\, qualify, ami pi ice of the 
goods, is scut to the purthaser. An Invoice is 
practically a dcbitln^l (kuiimcni. ami the uords Debtor 
to might vvell he substituted for the rustoinaiy words 
Bought of, printed at the head of every invoue. It 
follows that when goods, .so invoiced, ate returned, or 
an allowance is made in respect of them, a document 
having the opposite effect of an Invoice .should be made 
out. That document is known .is a Credit Note ami is 
a statement, usually made out in led ink, sent by tlie 
seller to his customer, the debtor, showing the 
particulars of an amount in rcspei I of vvhii h he is being 
credited. A Ciedu Mote is like .m Invoiu- in form, the 
chief difference heing th.il the words Credited by 
instead of Bought of .ippe.ir at the be.uk 'I'he follow- 
ing Invoice, Ciedit .Vote, .uul l.edgei /\/c. will serve 
to illustrate these common tr.ms.wtions •. — 

tINVOICE.) 

llcclev , 

Midhild, 1st Julv, tort. 


Mr. Uciiry Wils'ni. I.c'cili 


Bought of till. I'.NiCiV UKAss IiU’.ViJRV CU , MI) 


Itrass Telescopic 1 loor Lamp No l>,S 
Do. do „ lit. 

Do. do. „ Gj. I 

Brass Curb Suite, No .122 

Do do. „ 12.'! 

Brass Umbrell.a Stand, No 710 

Do. do ,. 711 

Folding Fire Screen. No G02 ] 


L s li 
2 s 
n 11 
.1 

7 10 
12 - 

1 - 
1 1 - 

8 10 - 


Trade Discount 10',,. 


ill 8 - 

20 l-J 


i s. d 


£20 U - 
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(CREDIT NOTE.) 

Heeley, 

SHEFFIELD, 12th July, 1913. 

Mr. Iltnry Wilsun, Leeds. 

Credited by 'J IIL UNION BU.-\SS FOUNURV CO., LTD, 



V 

s d. j 

£ h. d. 

Brass Telescopic Floor Lamp, No 63,] 
returned, not having been ordered.*} 
Brass Curb Suite. No 523, charged at} 

2 

8 - j 


£12 instead of £10 

2 

- 



£i 

S - ' 


Trade discount 50% . . 

2 

4 - 

£2 4 - 



(SALES LEDGER.) 

Dr. Henry Wilson, Briggate, Leeds. 


1913 1 

1 ^ 

s 'd 

1913 1 

£ 

July 1 j To Goods. . 

. J 20 

1 

14| ■ 

Julv 12 By Returns, &c. 

2 


111. Goods sold but returned to you by your 
customer, or in respect of which any allowance is agreed 
upon, are called Sales Returns or Returns Inwards, 
because value comes in. 

Goods bought but returned by you to the seller, or 
in respect of which any abatement is agreed upon, are 
called Purchases Returns or Returns Outwards, 
because value goes out. 

When Returns and Allowances are few’ in number, it 
is the practice in business to enter Returns Inwards at 
the end of the Sales Book, and Returns Outwards at 
the end of the Purchases Book. When more numerous, 
separate books mu.st be employed. The ruling of the 
Returns Books is precisely the same as that of the Pur- 
chases and Sales Books. 

112. The RETURNS INWARDS BOOK contains 
particulars of Goods returned by the purchaser to you, 
also particulars of Overcharges or Allowances made by 
you to the purchaser. After the entry has been made 
and checked the Credit Note should" be made out in 
red ink and forwarded to the customer. 
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Posting. As the transactions recorded in this 
Returns Book make the individuals named therein 
creditors for their respective amounts, therefore post 
the amounts to the Gr. sido of their respective personal 
a/cs. in the Sales Ledger and enter the : Date, By 
Returns, Fol., Amount. The total representing Goods 
returning inwards must be posted to the Dr. side of the 
Goods or Sales or Returns Inwards A/o. by entering ; 
Date, To Returns, Foh, Amount. 

On balanoing, the total of tJic Returns Inwards A/c. 
must cither be debited to the Trading A/c. or deducted 
from the Sales. 

RETURNS INWARDS BOOK 


of tile Union Br.xvs I <mnctrj (_<> , l.imiinl 




r • .4 j 



«. ...» 

Due 1 

?\rticuhrs 

1 1 ol S Del Ills 

Tnlih 

i 


1 Cr. j 




laiH 


, 1 ^ 

s cl 

1 i 

s.jti. 

July 12 

Henry Wilson, Leeds. 




( 


Brass Telescopic Floor I-amp. 






No. 03, returned, not bavinB 


3 




been ordered 

i ll “ 

8 - 




Brass Curb Suite. No 523, 

! 





charged at £12 instead of £10| 

O 

( . . 
1 5 : 




( 

( 

i i 4 

h’ 




Trade Discount. 50%| 

; ',2 

4!.j 



„ 2t 

1 

John Smith. 1 

ll 





Folding Fire Screen. dam.aqctl| 

1 / 


[ 

1 1 


Trade Discount, 50%' 

! .3 

do -i 








'to . 


Sales A/c or 

J 

1 1 




Returns Inwards A/c...Dr.i 

_J 



N - 


(GENERAL LEDGER.) 

Dr. Sales Afc. or Rctoens Inw.ards A/c Cr. 

lUlT " 'sT s <, li."' ' ~ j 

July iU . To Uetunn (or , i ; 

July a'. )vi;t I 

llrturns l.U i 5 H 1 - f 
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113. The RETURNS OUTWARDS BOOK con- 
tains particulars of Goods returned by you to the seller 
or vendor; also particulars of allowances made by the 
\endor to you. 

Posting. As the transactions recorded therein make 
the individuals named debtors to you for their respective 
amounts, you will therefore post the amounts to the 
Dr. side of their respective personal a/cs. in the Pur- 
chases Ledger and enter the Date, To Returns, Fol., 
Amount. 

Seeing that this Returns Book contains particulars of 
Goods which are being returned Outwards, you will 
therefore post the total thereof to the Cr. side of the 
Goods or Purchases or Returns Outwards A/o. by 
entering the • Date, Bv Returns, Fol., Amount. 

On balancing, the total of the Returns Outwards A/c. 
must either be credited to the Trading A/c. or deducted 
from the Purchases. 


RETURNS OUTWARDS BOOK 
of Cronther Jones, Woollen Manufacturers 


Date j 

Particulars 

Led 

Fol Details 

Dr. * 

Totals 

191d 


1 i 

S 

d { 

£ 

s c 

May 4 

Bykes & Co. 

, 






(2834) Black Serge, invoiced 







29th x\pnl, 3>ardsshort,^a 2/6 


7 





(394(5) Blue \ icuna. in\oiced 



! 




29th April Defective finish 



1 




56 )ards @ 4/2 .... 

I H 

13 


12 

- 1 

„ 16 

Beaumont Bros. 

* 


j 



(3VUi) Faiic\ Tweed. inAOicedi i 


1 




12th May, wrong pattern, 58 







yards @2/8 

P 



7 

14 

27 

John Haigh. 







(dIIU) Black Worsted, invoiced 







22nd Maj, overcharge of 2d 







per yard on 48 vards 





8 


Pnrehases A/c. or 

i 






Returns Outvrards A/c...Cr. 

!i 



£20 

3 
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(GENERAL LEDGER.) 

Dr. Purchases A/c. or Returns Outwards A/c. Cr. 


191.-! 
May HI 

Bv Returns for Mav as per 

£ 

s 

d. 

Returns OB 

20 

3 

6 


114. Small Allowances are frequently left to be dealt 
with on settlement of account, in which case the amount 
allowed is generally entered in the Discount column of 
the Cash Book, instead of being passed through the 
Returns Books. 


IIS. Undercharges may arise in entering the prices 
of goods on an Invoice, as well as in undercasting. 
Such mistakes, if discovered too late to be remedied by 
a Corrected Invoice, may be rectified by a Debit Note, 
which is a statement, in the form of an Invoice, sent to 
a customer, the debtor, showing particulars of an 
amount in respect of which you are debiting him. A 
Debit Note is really an additional or supplementary 
Invoice, therefore full partlculais of the difference 
debited must be recorded in the Sales Book, and posted 
to the debit of the debtor in the Sales Ledger, in the 
usual manner. 


(DEBIT NOTE.) 

625 Cheapside, 

LONDON, E C., 20th June, 1913. 
Messrt. Orvoi <&> Dew, Wakefield. 

Dr. to Charles lAee & Co., Limited. 


To Undercasting of Invoice, dated 13th June £: 


10 


(SALES LEDGER.) 

Dr. Owen & Dew, Wakefield. Cr. 


1913 

1 

£ is 

d 


June 13 

To Goods 

I161G 

0 


., 20 

„ Debit Note .. 

lOl- 

I 
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116. TRADING A/C. is merely another name for a 
Goods A/c., except that the latter has been used for the 
purpose of posting the various liansactions direct, while 
a Trading A/c., like a Profit & Loss A/c., is only pre- 
pared when balancing the books. Reference to page 18 
will show that one of the objects of a Goods A/c. is to 
dispku the Gross Profit realised, and this is the object 
of a Trading A/c. In all but the smallest businesses it 
is usual to subdiyide the transactions relating to Goods 
and to keep separate a/cs. for the Opening Stock, 
Purchases, Returns Outw’ards, Sales, and Returns In- 
wards; transferring the totals of these five a/cs. on 
balancing, together with the Closing Stock, to the 
Trading A/c., in order to ascertain the Gross Profit. 
This practical method is required to be adopted in 
working some modern Examination Papers, and is 
illustrated by the following a/cs. ; — 


Dr. Stock Account. Cr. 


1913 

1 £ 

1913 


£ 

June 1 

To Balance b/f . . SOO 

June 30 ! 

By Trtmsftr to 




Trading Ajc. 

300 


Dr. 


Purchases Account. 


Cr. 


1913 
June 30 

To Sundries as per 
Purchases Boo]s| 

i ^ 
j 250 

1913 1 ^ £ 

Juoe30 I By Tiantfer to | 

Trading A lc.\ 250 

Dr. Sales Account. Cr. 

1913 

June 30 : 

I 

1 

To Transferio 

Trading A li 

£ 

160 

1913 
June 30 

! £ 

By Sundries as per 

Sa^es Book! 460 
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Df. Roturns Inwards Account. Or. 


1913 
June 30 

To Sundries as per 
Returns I.B. 

£ 

42 

1913 
June 30 

By Transfer to 

Trading Ajc 

i £■ 

1 42 

Dr. 

Returns Outwards Account. 

Or. 

1913 


& 

1913 


c 

June 30 

Ta Transfer to 


J une 30 

By Sundries as per 



Trading A fc 

23 

— 


Returns O.B. 

23 

Dr. 

Trading Account for June, 1913. Cr. 

1913 


£ 

1913 


£ 

June 1 

To Stock b/1 

800 

June 30 

By Sales. . . .£460 


„ 30 

u Purchascs£250( 


Less Returns 42 



Less Returns 23 





418 


- . 

227 

„ 30 

„ Stock c/{ .... 

703 

» 30 

„ Gross Profit 






carried to 






P. & L. A/c 

94 





£1121 


£ 

1121 



— 





117. The Proprietary or Nominal Accounts are 
often a source of trouble to the beginner, who will find 
it helpful to remember that such accounts are really one 
account, subdivided for the convenience of the Pro- 
prietor, in order to enable him to ascertain certain 
financial results of the business. All the Proprietary 
Accounts are, in theory, the Capital or Personal A/c. 
of tire Proprietor, to which the final results of all those 
subdivisions are transferred on balancing tlie books. If 
all the items composing the various Nominal A/cs. were 
posted direct to the Capital A/c. the result would be 
precisely the same as that arrived at by the ordinary 
methods, as shown by the following example : — 



i6 


CAPITAL or PROPBIETOR’S ACCOUNT. Cr. 




s. 

d 


£ 

s. 

d. 

ro Carriage 

13 

- 


By Balance hjl .... 

4009 

1 

3 

„ Wages 

20 

- 

' 

„ Profit on Port.. 

342 

3 

9 

Corn & Fodder. . 

7 

10 

G 

„ Profit on Sherry 

2.51 

14 

4 


127 




10 

5 



4 

- 



39 

2 

5 

M Gas 

1 

o 






„ Painliiig 

23 

- 

- 





„ Bad Debts 

1S3 

2 

3 





„ Depreciation 


7 

- 





„ Drawings 

130 


- 





„ BAL,\NCE c/d.. 

4124 

17 

' 

y 




£ 

' 4G52 

6 

9 

£ 

4652_ 

6 

0 


1 



Br Balance b/d 

4124 

iz 

L 


118. In business, as -well as in working the practical 
method of modem Examination Papers, the items in 
the above theoretical account would first appear in their 
separate accounts as shown below, followed by their 
transference to the Profit & Loss A/c. for ascertaining 
the Net Profit, which would be carried to the Cap. A/c. 


Dr, 

Carriage Account. 

Cf, 


1907 ! 

£ |s| 

|d 

' 1 
1907 ! 

£ 

s 

d. 

Scp.30, 

To Bank ' 13 1 - 


Sep 30 By Transfer to \ 




1 

■ 


1 P.&-L.AIc.\ 

13 

— 


Dr. 

Wages Account. 

Cr. 

! 

1907 ! 

£ s 

d 

1907 1 

£ 

si 

a. 

Sep. 41 

To Cash 5 - 

- 

Sep 30 By Transfer to 




„ 11 

fi Cash......^ o 

- 

Profit &• 




IS 

1 ,, Cash...... 5 - 

- 

' Loss A jc. 

20 


- 


„ Cash 1 5 , - 

- 

1 




1 

ij 20 1 - 


; £ 

20 

- 

- 


i » 


i 
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D*'- Rates & Taxes Account, Cr. 




£ 

1 

i 

HM 

HHH 

£ 

1 

RH 


To Cash 

27 

H 

B 



1 

1 

m 

fjM 


■ 

■ 

1 

mill 

HEBB 

B 

1 

9 


Dr. Insuranco Account. Cr. 


1 

1907 1 


£ 

1 

[d 

1907 1 


£ 

Sep 24' 

'i'o Cash 

s 

I 

■ 


Sep SO 

By T t ansfer to 

P. &-L.AIC. 

pi 


Dr. General Expenses Account. Cr. 


1907 


& \ 


1 

d 

1907 ' 

[ 1 

£ 

Sep.18 

To Cash 

1 

S 1 


Sep 30' 

' By Tiansfir to ' 



(Painting)] 

23 

-1 



Profit &• 


j) 18] 

1 

1 , Cash (Gas) I 

4! 




Loss A /{.! 

27 

1 

A 

27 

o! 


1 

1 £’ 
1 

m 


Dr, 


Bad Debts Account. 


Cr. 


1907 

Sep.28! 





1 


To Ernest 



n 


Hooley. . 


§ 

I 



£ 

issl 


Dr. 


Interest Account, 


Cr. 


















Dr. Depredation Account. Or. 


1907 ! £ 

s 

d. 

i 1 ' 

1907 j 1 £ 'a. 

d. 

Sep.30 To I’remises ..t 40 

- 


3cp30 Si} Transfer to i ' 


„ 30 „ I'urniture. .] 17 

2 

- 

i Profit d’- ’ 


„ 30 „ Horses.. 38 

5 

' 

1 Loss Ale 95 17 


£' 95 

7 

- 

; £\S5J 7 

- 


V r 


Dr. Profit & Loss Account for the month of Sept., 1907. Cr. 


I 

I £ is'd 

To Carriage | 13| - 

.. Wages I 20 - - 

„ Stable Expenses .,t 7il0 6 
„ Rates and Taxes ..i 27,- - 

„ Insurance i 4| 5i - 

„ General Expenses. . I 27i 3 - 

„ Bad Debts i 18.3| 2 3 

„ Depreciation i 951 7 - 

„ NET PROFIT 
transf n r id t< 

Capital Account o/j I 
Thomas Turner .. 205 15 9 


£i frl3l 5 C 

( 1 


By Cross Profit from 
Trading A/c. : — 

Port 

Sherry 

„ Interest 

„ Discount 



I 

342' 3 9 
251 14 4 
lo; 5 - 
39, 2 r, 



Proprietor's Drawings A/c. Cr. 


1907 1 

£ 

s d 

1907 


£ 


Sep. 1 To Cash 

lOO 

- - 

Sep 30 

By Transfer to 



>1 21 „ Cash 

50 

■ • 


Capital A /c. 


- 

i 

1.10 

JL 1 


X 

150 

— 


Capital Account of Thomas Turner. Cr. 


1 

1907 1 
Sep.aOj 
.. 30 

To Drawings. , 
„ Balance c}d. 

1 

i 

£ 

150 

4124 

1 

s.| 

-1 

17| 

d. 

i 

1907 1 
Sep. l| 
30, 

1 

By Balance b/f. 
u Net Profit! 
for Sept. 

1 

£ 

4009 

205 

s d. 

1 S 

15* 9 


£! 

4274 

17 



£ 

4274 

I?!- 


j 


Oct. 1 

j 

By Balance b/d.j 

l4124!l7| - 
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Practical ExerciBC 20. (Page 44.) 

Purchases Book contains 4 entries. Total £34 16 - 
Sales Book contains 4 entries. Total £32 11 - 
Cash Book has 5 Dr. and 7 Cr. entries. Balance £401 19 2. 
Journal contains the Opening Entries only, £oGS. 

Post the Journal first. The Cash £283 13 8 in the Journal does 
7tot need posting as it is already in the Cash Book. The 
Capital £283 13 8 in the Cash Book does not need posting as 
it is included in the £543 in the Journal. 


Trial Balance* 

Totalc. 

Dr. Cr 

Balances. 

Dr. Cr 


A‘ s d 

s d 

£ s d 

£ s <i 

Cash A;c 

442 5 4 

40 6 2 

401 19 2 


Capital A/c 


543 - - 


543 - - 

Stock A/c 

250 6 4 


2r'0 G 4 


Purchases A c 

5a 13 - 


55 18 • 


Sales A/o 


181 18 8 

■ 

181 18 8 

Trade Expenses A/c 

18 4 2 


18 4 2 


Field A, Co 


8 Ifi • 


8 10 ' 

Cassell & Co. 


14 12 - 

I 

1 

14 12 - 

Georce Allen 


11 8 - 


11 8 - 

Henry GiU 

7 18 - 

7 18 - 

- 


Thomas Gee 

30 • - 


30 • * 


Harry Frost 

25 - - 

23 - - 

- • 


Henry Hoole 

4 13 - 

1 6 - 

3 7 « 


£ 

834 4 10 

834 4 10 

1 750 14 8 

7,-)9 14 S 


Practical Exercise 20a. (Page 46.) 

Journal contains the Opening Entries only, £2855. 
Purchases Book contains 2 entries. Total £603 5 -. 
Sales Book contains 5 entries. Total £263 11 8. 

Cash Book has 8 Dr. and 6 Cr. entries. Balance £444. 


Trial Balance. 

Dr, 

Totals. 

Cr. 


Balances 

Dr. Cr. 


£ s 
1019 5 

4. 

£ s 
575 6 

d 

£ s 
444 - 

d. 

£ S. 0. 



9155 - 




2165 • * 






- 



C03 5 





- 

363 11 S 



303 11 

8 




21 5 




21 5 




i . 




4 - 


369 8 - 
SS3 17 - 




7C9 8 

> 






533 17 






_ 




- 



1 i50 11 

8 


. 

41 0 

8 



1 Rfi . 




S5 - 

- 


George Taylor 


- 


- 


" 


£. 

4710 6 

8 ' 47160 

8 

3271 16 

8 

3371 16 8 
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Practical Exercise 20b. (P.age 47.) 

Journal contains the Opening Entries only, XtC3 19 7. 
Purchases Pooh contains 4 entries. Total ilSS 2 3. 

Sates Pooh contains S entries. Total .taC 2 C. 

Cash Book has 9 Or. ami 10 Cr. cntric.s. Halancc JCIOI 5 7. 


Trill Bilince. 


Ca^h Af’c 

Capital A/c 

Sti»ck A/c 

Purchases A.’e 

Sales A/C 

I'rade Eicpcnses A/c 

Hcnir Stephens 

Haycen & Co - 

MiUington 2: Co 

Charles Towrj 

Seth Vshiteley 

Edwin Wilson 

Norman Kaj'e 

Frederick Davey 

Walter RUlxardson 

£ 



Practical Exercise 21. (Page 61.) 

Journal contains Opening Entries only, £G10 G 2. 
Purchases Book contains 5 entries. Total £113 2 
Sales Booh contains 5 entries. Total £"92 17 -. 

Cash Book 2 columns. See pars. 69 to 94 and key on page 84. 
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Prailical Exercise ?,2. (I’.ig- (K.) 

’Ihf on!) Opening Emry being C:f.ti /•.> Journal is rcijuircJ. 
Purchjtfs UpoI ciintnins G ('nuics. Cotal X71i^ 17 (!. 

Si:!n /hnii rnntnins .'i onlries. Total X'l t.'J tO b'. 

Cits?! lii’ol has !) Or. anil 10 ('r. entries. 

Trill BHwce. I BiImck. 


' 1 s d t s d. £ ». d ' X s. <l7 

r.n», A.‘c. I ■’tTt 10 f, 2107 10 I (17 ■ 6 

Pink iMc ’ it-fl - - iO V, - 2;7l) f> - 

Capilal I 2X10 - • iMOO • - 

Purchs*!-* A/c ' 7C1 V r. 761 7 C 

SniM Me re.s i 2 W58 1 3 

Trad- PapiTi^s A/c. . . 11 15 41 15 - 

I’tit'cc A Co. 101 100 - - 

Coop A Co p HO 277 17 6 ! 207 17 t 

Jamca laind 211 , ! 215 - . 

»o!t A Co 51 in - 'it 

George Wetb Ki lo d 70 I 13 10 8 


^ f-TW a A .1781 .1 8 l| 0200 IS 8 I «?00 18 8 


Practical Exercise 23. (Page C3 ) 


Journal [or Opining rmnes and last trans.Mlion in the E.vcrcise. 

I'urd.asct llool conlains one item only, XoO IG 

Sates /iooi contains 4 items. Total ibl!) 8 

Cash Booh (3 columns). See pars 05, 9G and key on p.igc 80. 

Post Journal first, except first 3 items, which are already in the 
Cash Book. The first Dr. line in tlic Cash Book, showing 
the b.alance brought forward docs not need posting. 


Trial Batinco. 

1 Totals. 

, Dr. Cr 

i 

' 

1 

£ s 

Z 

Cflsh A/c. 

201 10 . 

if.i 3 

c 

Bank A/c 

f 02T H • 

J07 10 

• ( 

Capital A/c 

n50 30 - 

m c - 

7l>2 15 

- ! 

Stock A/c. 

I’urchascs A/c 

Saks A/c. 

223 8 

i 

. 1 

Interest A/c 

a ir> . 


1 

Oiscount A/c 

I 1 - 

5 - 


Trade Cxtwnsejt A/c. 

Penn U. Co. 

jn 3 G 



lO'* * * 

lit 14 

> 

Thomas Aller 

ei 2 • 

CO - 

. 

Arthur Carr 

GO u - 

30 IG 


WaUcf Fell 

4a 5 - 

46 r> 

• 


CaUnccs. 


Dr. 


Cr. 




X s 

d. 

1 X s. a. 

30 fi 

6 

1 

822 18 

" 

1 702 15 - 

3:41 10 

- 


221 G 

' i 

! 

223 8 • 

U 15 

■ i 

3 10 - 

37 3 

C 

2 H . 

31 2 

. 


21 15 

- 


• * 

■ 


030 IG 

- 

933 IG - 



Practical Exercise 2?. (Page Gt?.) 


/^ur„gl See l.r.> page M. Total 13 5. 1 his total does 

not iCLlitde Petty Cadi, for v.'li>cli a separate book is kept, 
wco page Ob-). 

/'nr, /.ajci iVei contains 2 entries. Tota1_ X.i70 5 
SiiUs Book tomaiiis 5 entries. Total ^.07 10 
t ,;!« Book ha-s 15 Dr. and 1-1 Cr. entries. 

Betty Coin Bool has one receipt and one payment. 


Trial Balance. 


L a«h A c 

Bank A/c 

I>ttr Oivh A/c 

Capita! A/c. 

S?r>ck A/c. 

Purcha^iMt A/c 

Sal« A/c 

Carnage A/c 

I^atl Debts A/c. ... 

Inlcresl A/c. 

Disccunt t\'c- 
Trade A/c, 

WjUbm Smith 

Walter Rudd 

.Martin Kidd 

joim Ball 

Midland Railway Co 
Alfred tt'cJI? 

Slocks 8c Co 

Charles Bond 

Henry Bt^ll 

Caleb Brett 


Touts. 


Cr. 


t>r. 


QaUaccs. 


£ <1 

£ s. d. : 

£ 5. d. 

1071 * 

C45 11 - }, 

425 9 - 

15 - 

020 2 ‘ 5 

9C3 13 * 

5 ' - 

4 7 10 { 

. 12 2 


1857 14 ' 

75S - - 

6^ 5 - 

|i 

1000 ' - Ij 

K>o r> • 

41 11 5 

It 11 5 

1>> ' 


W - ' 

7 14 

:i ,7 

4 9 • 

3 15 

60 8 10 

1 16 • 

6C 8 10 


100 • 

la"; ' 

. 

t 


8.7 



1C5 • 

If/i - 

. 

' 


“ 


- 

200 • 

• ' 7i0 - 


' 


or/j 



SO ♦ 

60 • 

. 



• 



23 4 

5 

, 


23 

4 

c 

001 25 

• Osb 

. 

i ^ ■ 





3}f) • 

310 ♦ 

. 

1 ■ • 





70 • 

• I 70 . 

. 

i * * 





17S 10 

- » 50 • 

. 

! 22S 10 





M - 

- 


1 00 ■ 





C-Vd 17 

3 1 ^>4 17 

3 

1 _3IP«_J. 

5_ 

aiHi 

-L 

5 


Cr. 

£ “*5. 'd. 

JKi7 li • 
10C9 - - 

1 3 . 


N.B, — The theoretical Trial Balance o{ Exercise 24, toiaU to 
XC079 17 3, on account of tiic items below : — 

Alfred Wells ... £1G6 15 - i £1G3 15 - 
Stocks & Co. ... 180 - - ISO - - 

^ Practical Exercise 25. (Page 73.) 

Joitrnal. No Opening Entries; but the items shown in par, 70 
must appear, and 2 additional transactions. Total X1570 6 8. 
Purchases Booh contains 2 entries. Total J0314 10 
Seles Booh contains 7 entries. Total £402 10 9. 

Cash Booh has 16 Dr. and 18 Cr. entries. 

Petty Cash Booh has one receipt and one payment. 

The £1500 paid for the business of J. Exiey must be entered in 
the ofUce column of the Cash Book, thus “ Bv John Exlev, 
£1500.*' ^ ^ 



E». 25. Trial Dslincc. j 

Totals. 

Dr. C>. 

’ Dat&niics. 

: iJr. Cr. 

! 

X s. d. 

X s. d. 

■ £ -S. d. 

£ s. d. 


2(30 H 3 

"307 ir. r. 

j IW 17 0 


Hank X/c, 

791 n 1 

2JG 7 fi 

1 .M8 .3 7 


Prtlv C-nsU A/c. 

10 - - 

7 in fi 

J 2 3 0 


A. (’iipirs Ciipilat A/c. 


loot 3 1 


1004 U t 

A. VitpU's Drawings A/c....; 

20 . - 


; 20 • - 


K. r\ipU'.< OipUal A/c, ..,.1 


loot » 4 

i 

1001 a ( 

I,. Puptt's OrawinRS .\/c. 

20 - - 


t 20 . - 


A/c., ' 

050 - • 


(rX) - - 


Vurcha^c* A/c .\ 

814 to - 


311 10 - 


Salct A/c i 


607 5 

' 

507 5 - 

GoodivUl A.-c. i 

IKK) - • 


200 • • 


Cartkikc A/c j 

20 r> • 


; 20 0 - 



(?2 - • 


‘ C2 • - 


WaRfs A/c 1 

ir, - . 


If, - - 


Inlcrcsl A/c. 

8 C H 

2 1 1 

, 0 r, 7 


Discount A/c 

12 0 0 

8 10 - 

8 111 0 


Iradc A.^c 

18 C G 


18 0 0 


Trcr It Co 

2T4 10 - 

311 ID - 


10 - - 

John Mxtev 

1500 - • 

1600 • - 



.i?cn]5uniti t)can i 

61 - 3 

50 • • 

21 - 3 

. « . 

Mowc A* Co. ! 

2.H5 6 2 

111 15 2 

173 10 - 


Clifford Pears • 

107 C ? 

24 n 7 

In') - - 


George IVfl 

w - - 

' 



Samuel GUcs 1 

IW 10 0 

45 

r.7 10 9 


Oliver Helm 

IIS 6 • 

113 8 • 

. . . 


ij; wo 3 • 

7410 2 ' 

; 2 r>.y> u 8 

"WS 11 8 


119. PRACTICAL BOOK-KEEPING aims at 
recording all the monetary facts of a business so as to 
arrive at accurate results with the least possible amount 
of labour. In small businesses it is still customary to 
enter all the details of transactions in the Purchases, 
Sales, and Returns Books, but in larger and well-con- 
ducted concerns the entry of such details has long since 
been abandoned. In the ease of Purchases all the 
invoices received are filed and numbered; the date, 
name of vendor, and total net amount only being entered 
in the Purchases Book. 

Invoices in respect of Sales arc cither press-copied or 
carbon-copied on sheets of uniform size for filing; the 
date, name of purchaser, and total net amount only 
being entered in the Sales Book. 

Credit Notes arc similarly copied, numbered and 
filed; the date, name, and amount only being entered in 
the Returns Book. 

This Slip System is a great time-saver, redf ••• ' 
clerical labour to a minimum, without sacrificing' jM. 
the advantages of scientific Book-kccnintr. t 



ing Exercise, worked out in full, tliorouglily illustrates 
this practical method. 

Candidates for Examinations must, however, always 
comply with the Instructions on the Examination 
Paper, and insert atl details in the various books, unless 
authorised to omit them. 

Practical Exercise worked out in full. 

Henry MilchcU and tViUi.ara PoUard started business in equal 
partnership on Isl July, 1014, with the following balances; — 
Assets, Ca-h in hand £41, at Hank £1204 3s. Gd. Freehold 


Premises £G00. Furniture & Fittings £100. Stock of Goods 
£000. Ocblors Charles Cook £1G4 0;. David Dawson £549 
3s. 2d. Ltabiittses, Henrv Haigh £703 3s. Gd. Walter White 
£250 12s. 3d. Capital, H.' Mitchell £1300, W. Pollard £1300. 

July 3. Bought from II. Ilaigh, Goods £235 - • 

,, 4. Sold to Charles Cook, Goods 1G3 - - 

„ 7. Bought Filing Cabinet for dieque 20 - - 

,, 9. P.aid Henry Haigh cheque £t75. Discount... 25 - - 

,, 10. Paid out of OfTice Cash for Stationery 6 3 G 

,, 11. Received from Das id Dawson cheque, and 

paid same direct to Bank £190, Discount... 10 - ■ 

„ 11. Paid Wages out of Office Cash 20 • - 

„ II. W. Pollard withdrew for private use by 

cheque 10 - - 

,, 13. Returned to Henry Haigh, Goods, being of 

inferior quality 8 8- 

,, 16. Sold to D.avid Dawson, Goods 18.">10 - 

,, 16. Drew from Bank, Cash for Office . 20 • • 

,, 18. Paid for Advertising out of Office Cash 15 10 • 

,, 20. David Dawson returned to us, Goods not 

being equal to sample 3 - ■ 

„ 21. Bought of Walter While, Goods 48 - • 

„ 22. Sold to Charles Cook, Goods 49 3 

,, 23. Drew from Bank, Cash for Office 20 - • 

„ 24. Received from Charles Cook, cheque, and 

paid s.ame direct to B.ink, £150 4s. Gd. Dis. 8 4 6 

„ 25. Paid Wages out of Office Cash 20 - • 

„ 25. Returned to llffiite, Goods of inferior quality 1 16 • 
„ 25. W. Pollard withdrew for private use by 

cheque 10 - • 

„ 27. Paid Walter White by cheque £238, Dis.... 1212 3 

,, 28. Received from David Dawson cheque on 

account and paid direct into Bank 200 - • 

„ 28. Received from Charles Cook, cheque on 

account, and paid direct into Bank lOO - - 

„ 29. Returned to us by Charles Cook, Goods of 

inferior quality 1 - - 

..31. Paid Carriage A/c. by cheque .................. 10 8 3 

.. ;tl. Paid Sundry General F.xpcnscs out of Cash 3 0 9 

.. .31. nepreriatiou of Freehold Primiscs 2 10 - 

,, 31. Depreciatiou of Furniture and Fittings ...... 1 - • 

Stock of Goods, £9S0. 



Cash in hanil .................. 

C^sh lit Bank 

Freehold Premises 

Furniture Sc Fillings 

Stock ol Goods 

Charles Cook 

David Dawson 

To Henry Haigh 

, t. Waiter White 

1 M H. Mitchell, Capital A/c 

,, W. Pollard, Capital A/c 


Total of Opening Entries ! 

1 

;i 1-3558 

Depreciation A/c Dr. 

* 3 

To hreehold Premises 1 


,* Furniture & Fittings I 



70S ] 3 
2D0 12 

1300 ’ 
1300 


Sales A/c 

To Trading A/c 

_ t or b alance transrerred 

Trading A/c Dr.'j 

To Returns Inwards Afc 

lor balance transferred,! 


Profit & Loss A/c. 

To H. Mitchell, Capital A/c 
„ W, Pollard, Capital A/c. 

for Net Profit transferred 


W. Pollard, Capital A/c 

To W, Pollard, Drawings A/c 

for balance transferred 

Total of Closing Entries. 


900 

■ 

293 

• 

10 

4 

397 

19 

4 

- 

930 

- 

200 

17 

1C 

8 

52 


5 

3 

15 

10 

3 

6 

3 

10 

19 

7 

62 

3 

fi2 

3 

20 

- 

^3035 

6 

















Purchases Book. 


; L.F. 

1914. I Cr. 

July 3 Henry Haigh 

21 Walter White 

Purchases A/c Dr 

I 


~ 1 


£ 1 s 

d 

235 1 - 

- 

48 

- 

£283 ! ^ 



r 


Returns Outwards Book. 


1 1 L.F ) 




1914. Dr 1 

£ 

s. 

d. 

July 13 Henry Haieh i | 

j 8 

s 

- 

„ 25 Walter White ' I 

’ 1 

1 1 

1 

16 

- 

j ReturnsOntuardsA/c .Cr. i 

1 ( ' 

i £10 

4 



Sales Book. 




L.F. , 


. 


1914 1 


Dr. 

£ 


d. 

July 4 

Charles Cook 

t 

163 

1 

. 

.. 15 

David Dawson . , . . 


185 



09 1 

f* - 1 

Charles Cook 

> 

49 

3 

- 

1 

i 

Sales A/c 



£397 

13 

— 


Returns Inwards Book. 


i 


L F. 




1914. I 


Cr. 

£ 

s. j 

d. 

Inly 20 i 

i David Dawson 


3 



.. 29 I 

Charles Cook 


1 


- 


Returns Inwards A/c. . .Dr i 


£4 


— 



Treble Column CASH BOOK 
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Dr. Henry Mitchell, Capital A/c. Cr. 


1914 

1 

£ 1 

1 

■S] 

d 

1024 

! 


s 

d 


To Balance c'd 


3' 

1 

jiii> 1 

: By Balance b/l. . . 



- 



,1362j 



.. 31 

1 „ Half share of Net 







1 

1 ! 



j Profit 

62i 

3 

2 


£ 

1362 


o 

1 

1 

1 £ 


J 

2 



1 1 

Ang 1 

1 By Balance b/<i 

!lM2i 3f 2 


Dr. 


IDM 
Inl> 31 
„ 31 


William Poliard, Capital A/c. . Cr. 


To Drawings . 
„ Balatic* c/d 


£ *id 

1914 

' £ 

1 

;S 

d 

20 

IqIv 1 By Balance bff 

ISOO 

- 

* 

IS42 8 2^ 

„ 31 „ Half share of Net 





Profit 

62| 

3 

3 

1 1362 8 2 

£ 

13^ 

3 

3 

■ 

Aug 1 By Balance b^d ... ! 

1342 

3 

_2 


Dr. William Pollard, Drawings A/c. Cr. 


1914 

1 - 

1914 1 1 

£ 

si 

d. 

July U 

To Cash 1 lo' . 

lulvSl By Transfer to 




i> 35 

Cash 1 1 

j Capital A fc 

2o| 

" 1 

■ 


£ ' 20 - 1 

1 , III i] 

1 ^ 

2o' 

= 



Dr. 

Freehold Premises A/c. 


Cr. 

1914 
July 1 

To Balance b/f . t 

£ |s'd 
600 

1914 

JulySl 1 
.. 31 } 

By Depreciation 
„ Balance dd 

.... 

£ |sjd. 

2 Iff - 
697|10| - 


£i 

600^ - - 



£ 

600'-l- 

Ang. 1 

To Balance b/d, .. , j 

597110 . 


1 



Dr. 

Furniture & Fittings A/c. 


Cr. 

1914 
July 1 

7 

1 To Balance 
[ „ Filing Cabinet , 

1 

-£ Isjd 

1 100 - 
20.-1 

\ 

1914 
Jul} 31 
. 81 

By Depreciation .. 
„ Balance cfd 

... 

£ js |d 

“vll 


1 

ra - ' 



£ 

120^- 

1 

I To Balance b/d ... 

119 - 


1 



Dr. 


stock A/c. 



Cr. 

1314 
July 1 

To Balance b/f, 

113 

1914 
July 31 

By Transfer to 

n 

£ sjd. 





Trading Afc. 

.. 

■o:nog 

Aug. 1 

To Balance b/f 

930 -I- 




1 







Dr. 


PurchasES A/c. 


1 

— 1 

x! 


[d 

1011 

19U 
July 31 1 

i To Sundries as per I 
Purriases Book 

, "*• 1 
1 ^ 

1^1 

L 

July 31 1 


By Transjir lo . 

Trading Ale... 


Dr. 

lOU 
July 81 


Returns Outwards A/c. 


To Tranter w 


1 X is'd] 

1914 

1 ’ 

July 31 

: 1 10 1 ll - 




jify'si By sundries 


Dr. 


1914 

1 

July 31 1 



Sales A/c. 

X 


Or, 


£ U. d 


‘’jlid's! I BySundnesasper^^ SOTllsi • 


Cr. 


Dr. 


Ju?81 To Suodrloa^as por^ 1 





£ Is d. 
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Dr. Disconnt A/c. 


1914 

1 

; 

£ 1 


d 

1914 


£ 1 

s|d. 

July 81 

To Sundries as per 
Cash Book 

IB ' 

J 

f 

July 31 

By Sundries as per 
Cash Book 

37i 

12 3 

.. 81 

,, Transfer to 







1 


P.&L.AIc , ... 

I 

1 V 

c 




_L 



j£E7 

12 

1 2 



£37 

ssa 

121 3 
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Trial Balance, 31st July, 1914. Dr. Or. 




Bank....... 

Henry Mitchell/cVpitaiA7c’»\‘.*" 

wnUam PoUard, Capital A/c. ... 
William Pollard, Drawings A/c. 

rreehold Premises A/c 

gurniture & Fittings A/c 

Stock A/c 

Purchases A/c 

Returns Outwards A/c 

Sales A/c 

Returns Inwards A/c, *!,. 

Carriage A/c 

Wages A/c 

Stationery A/c 

Ad\ertisinR A/c 

Discount A/o. 

General Expenses A/o 

Depreciation A/c 

Charles Cook 

pa\4d Dawson , 

Henry Halgh 

Walter White 




Balance Sheet of Mitchell & Pollard, on 31st July, 1914. 


liabilities* 

Sundry Creditors ; — 

Henry Haigh ... £434 15 5 
Wallet White ... 46 4 • 


Capital i 

H. Mitchell £1300 - - 

/Iddi Net Profit 62 3 ^ 


W. PoUard ..... £1300 ■ -j 
Net Profit 62 8 2 


1562 


£1362 3 2i 
Ltii Drawings... 20 


4S0 


1342 


£*aiRV fl 9 


Furniture &FItlIngs£100 • 
Additions... 20 • 


Assets. 

Freehold Premises £600 ‘ 
Ltii Depreciation 2 10 -I 


120 - 

Ltsi Depreciation 1 • 


Stock of Goods 

Sundry Debtors : — , 

Charles Cook ...£111 8 4 
David Dawson . 331 13 2 


Cash in hand £ 4 19 10| 

Cash at Bank 1040 19 9 


C97 


£.3185 
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Practical Exercise 27. (Tabular.) 

This exercise, as well as the next, is adapted from Elementary 
Examination papers set by the West Hiding County Council. 

Compile tabular Hought, Sold, and Cash Books; also Journal. 
Post and complete Ex. (sec par 103). Separate A/cs. will, of 
course be needed for Ten, Sugar, and Coffee. (.See fage 30). 

On 1st April. 1007, the Books of John Alvey (myself) showed 
the following Dr. Balances : — Cash at B.mk, iOGO ; at Office, 
HIS lO.s. ; Tea, £400: Sugar, £150; Coffee, £150. W.ntter Bell, 
£50; John Taylor, £45; Office Eurniture & Fittings, £80. 

April 1. Bought of J. Gray, Tea, £20; Sugar, £40; 

Coffee, £24 £84 - - 

,, 2. Purcliased of IVm. Wilson, Tea, £80, CoSee, 

£45 125 - - 


Received from John Taylor on A/c 

Paid into Bank (00) 

Sold to Thos. Mason; Tea, £40; Sugar, £56 
Bot. of James Gray : Tea, £20; Sugar, £27 .. 

Sold Ch.as. Jones: Sugai, £27; Tea, £20 

Cash Sales, Tea, £13 ; Sugar, £10 ; Coffee, £12 
Sold to Thomas Mason on Credit ; Tea, £S0 ; 

Sugar, .£20 ; Coffee, £20 

Paid Cash for Repairs . 

Paid Fire Insurance Premium 

Paid Cheque to J.ames Gray, £80; Dis. £4... 
Received from T, Mason : Cash, £90 ; Dis. £7 

Paid Cash to James Gray 

Paid into Bank (90) 

Bol of J. Gr.-iy, Tea £40 -.Sugar £26 ;Coffee £35 
Sold for Cash, Tea £10 : Sugar £12 ; Coffee £8 
Reed. Cheque of Charles Jones £41 ; Dis. £6 

Deposited iu Bank (90) 

Bought of William Wilson : Tea, £80 ; Sugar, 

£20; Coffee, £40 ; : 

Paid liim on A/c. hy Cheque, £95; Dis. £o... 

Withdrew from Bank (90) 

Pd. Cash for Office Files 4: Copying Press (81) 
Reed, of John Taylor, Cheque in settlement... 

Paid .same into Bank 

Sold to Charles Jones ; Tea £100 ; Coffee £20 j 
C ash Reed, for Te,a£19 :Sug,ar£23 ;Cof{ec, £10 
Reed, of C. Jones, Cheque, £110; Dis. £10... J 

Paid in Bank ‘ 

Sold Thomas M.sson : Tea, £.35; Sugar, £.^7; 

Coffee, .£12 

Walter Bell pays me a first and final dividend 

of 13/4 in the £ (9oa) 

Tea of the value of .£60 destroyed by fire. 

Value of Insurance 

(Royal Insurance Co. Dr. £25, Loss by Ftre 

A /c. Dr. £26, to Tea, £50) 

Paid into Bank 
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Apl. 2&. 
„ 29. 
„ 29. 
„ 30. 
„ 30. 
„ 30. 
„ 30. 

„ 30. 
„ 30. 


Cash Sales : Tea, ill ; Sugar, £9 ^20 - 

liecd. Cheque from Royal Insurance Co -o - 

Paid into Bank 

Drew for Private Expenses by cheque (/S)... ID - 

Paid Sundry Expenses in Cash 1° * 

Paid Wages by Cheque " 

Rent due to James Shaw (Rent Dr. To ]• 

Shaw) ^ 

Depreciation of OfBcc Furniture, etc. (62)... 6 - 

Charge Interest on Capital (71) 10 ■ 

Stoch 0 ] Tea, j£380; Sugar, £100; Co fee, £258. 


tx. 27. iTlirf BMmiu. ^ 

II 

Tetxls. 1' 

Dr Cr. 1 

Balances. 

Dr. Cr. 


•o 

u 

£ s. d. i 

£ s. d. 

£ S. d. 

Cash A/c 

535 16 8 

525 15 - { 

10 1 8 



1425 - - 

216 - - 

1209 - - 


Capital A/c 

1 

1803 10 • 1 


1893 10 - 

Dra%%mgs A/c 

i 10 - - , 


10 ' • 


Stock A/c — 





Tea 

400 - . ♦ 


400 - - 


Sasar 

i 1.50 - • 


150 - • 


Coffee 

. 150 • - 


150 - - 


Purchases A/c, 





Tea 

' 210 - - 1 


240 - - 


Sugar 

1 113 • • . 


113 - • 


Coffee 

141 - - 1 


144 - - 


Sales A/c. 

1 1 




Tea 

,1 

3«0 . • 


^ - • 

Soear 


193 • • 


193 • - 

Coffee 


82 . • 


82 - • 

Office Furaltore Fittings .. 

! 92 10 - 1 

6 - * 

86 10 - 


Wages A/c 



11 - - 


Bad Debts A/c 

! 16 13 4 ' 


10 13 4 


Depreciation A/c 

1 6 - - 1 


6 - • 


Interest A/c. 

i 10 - - , 


10 - • 


Discount A/c 

11 23 * - ' 

9 - - 

14 - - 


Trade Expenses A/c 

27 15 - 


27 15 - 


Loss b)' Fire A/c 

25 - - 


25 - - 


James hbaw 

li 

4 10 - 


4 10 - 

James Gray..... 

1' 131 - - 

232 - - 


98 ' - 

William Wilson 

|j 100 - - 

•285 . - 


165 - - 

Walter Bell 

1 50 - - 

50 - - 

- - . 


John Ta>lor 

I) 45 ♦ . 

45 - - 

. . . 


Rojal Insurance Co 

.1 25 - - 

25 - . 



Thomas Mason 

1 290 - - 

07 - - 

j 193 - - 


Charles Jones.. 

1 167 - - 

167 - - 



£ ! 4193 35 - 

4190 15 - 

1 2SI6 - - 

2316 - - 


Practical Exercise 28. (Tabular). 

From the Waste Book Entries of Messrs. Inglis and Glennie, 
Dyewood and Colour Merchants, prepare Bought, Sales, Cash 
Books and Journal. Post, prepare T.B., and P. & L. A/c. and 
B/S. The profits are equally divided. Separate A/cs. for 
Djeivoods and Colours. 

Jan., 1908. Cash at OHice, £87 IGs. Sd. Bank Balance, £500. 
Stock of Dyewoods, £1080 18s. 5d, Colours, £1286 6s. 9d. 0£&ce 
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Furnitute, £100. Horses & Waggons, 
bv :-Leslia & Co., £238 4s. Gd„ Gordon 4: Jackson, £184 ICs 
Macdonald & Co., £216 9s. 8d. Balances due to :_Morrison | 
Sons, £178 12s. lOd. Kobertson & Coopcr, £397 18s. 5d. 'r 

Sons, £387 18s. 6d. Glasgow Aniline Co., £153 1|=;|?- ' 
Robert Inglis, £1330 6s. 6d. Wilson Glennie, £142o 19s. 5cl. 


Jan. 1. 

„ 3. 


Purchased from Rennie & Sons, Dye woods... £100 


Sold Borthwick & Stewart :— q_101 12 

Dyewoods...£31 - Colours. £70 12 3-101 14 

Reed. Invoice from Glasgow Ani.me Co., 


235 15 8 
100 - ■ 
2 2 5 


117 15 
160 - 
6 10 
146 - 
220 - 


Colours 

„ 5. Paid Rennie & Sons, cheque ■ 

„ 6. Reed, cheq of Gordon & Jackson, £82 14 , Uis. 

., 7. Delivered (sold) to Baird & Sons 

Colours, £66 9 5; Dyewoods, £ol 6 - 

„ 7. Paid into Bank (90) ; 

„ 8. Paid Cash for Office Furniture 18H •- • 

„ 8. Reed. -Inv. of Rennie & £20 

„ 10. Pd. Robertson & Cooper cheq. £200, Dis. £ 

„ 11, Consigned (sold) to Le^ie & Co ;• 

„ 12. Withdrew from Bank (90) j2 

„ 13. Paid Wages o’ i'-U.r.r, '..11 

„ 14. Invoiced (sold) to Henderson & Hinton . 

Dyewoods £69 18 10; Colours £71 6 6... ^ _ 

Paid Rennie & Sons, cheque g g q 

Paid Cash for Horse Corn (Trade Exs.)^.^ ^ _ 

Invoiced (sold) to Macdonald&Co. > 8 5 6 

Paid Cash for Railway Carnage 

Paid Cheque Glasgow Aniline Co., ~iso g 

Dis. £7 13 9 R-V-: 268 19 6 

„ 19. Sold Gordon & Jac'^^on, flours ^g 5 9 

„ 19. Bought Stationery from Alex. Millar(/£> I jg _ _ 

„ 20. R. Inglis withdrew cash (/8) ggg 

„ 20. Reed. Leslie & Co., cheque, £134 lo n .... _ 

and paid cheque into ... 

Invoiced (sold) to Gordon & ’ ,4 241 16 11 

ninn fJ . T^unWOnriS Aoi *£••• 


15. 

15. 

17. 

18. 
18. 


20 . 

21 . 

21 . 

21 . 

21 . 

21 . 

22 . 

22 . 

22 . 

22 . 

22 . 


Colours £160 7 Dyewoods £81 9 1 ... ^ ^ g 

Paid for Repairs roi'fi'"ni’s 5 S 8 

Reed, of Macdonald & Co., cheq. £211 i 
Paid Cheq. to Morrison&Sons. £1'“ ^ ^ 

Reed. Borthwick&Stewarfs ':heq.£99 S 
Consigned (sold) to Boyd and 1 mog' ry g. 

Dyewoods... £95 15 Colours .£13J D O 
Reed. Cheq. from Baird & Sons,£ll4 17^jD 
Reed, from Robertson&Cooper In 
Withdrew from Bank (811 

Paid for repairing Waegons md Hvrne-s ( ) 

Forwarded (sold) Leslie & ‘ . . — 16315 

Dyewoods... £87 16 Colours... 


2 910 
210 3 

.23512 6 
218 5 
32716 - 
30 - - 
6 18 6 
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Henderson & Linlon paid Cheque J£l30 ; 

Dis. £3 7s ^133 7 ' 

Paid 4 Cheques into Bank 555 - - 

Forwarded (sold) Baird & Sons, Colours ... 261 1 2 

Morrison’s Invoiced to us. Colours 78 5 - 

Paid Wages 22 5 8 

Delivered (sold) to Gordon & Jackson, Colours 02 19 11 

Paid Rent by Cheque 25 - - 

Wilson Glennie withdrew by Cheque (78)... 20 - - 

Sold to Henderson & Linton : — • 

DYewoods...£72 15 4; Colours... £333 0 10— *106 
Paid A. Millar, Cheque £17 9 Dis. 16/9„, 18 

Received Cheque on .A/c. from Boyd & 

Nesbit and paid same into Bank to-day... 200 - • 

Paid Fire Insurance Premium 1 10 • 

Robert Inglis withdrew by cheque (78) 20 - • 

Paid Sundry Trade Expenses by Cheque... ll 3 - 

Reed, from Boyd & Nesbit dividend of lo/- 
in the £ on £35 12 6, being bal. owing (95) 2G 11 4 
Sleek of Dyevjoods £1050 10 - ; Colours £450 15 6. 

F. . . T, . Totals. Balances, 

fnal BalacM. pr Cr Dr. Cr._ _ 

,"~F s • ~£ s. d. £"5. d." I dS 

25 6 4 
12 - 


Ex 28. Trial BalacM. 

Cash A^c - 

bank A/c 

Robert Injrlis* Capital A/c . 
Robert Inglis' Drawings A/c 
Wilson Glennie’s Capital A/c 
Wilson Glennie'sDraw’gsA/c 
Stock A'c.j~- 

Djewoods 

Colours 

Purchases A/c. • 

Djewoods 

Colours 

Sales A/c. : — 

Dyewoods 

Colours 

0£cc Ftimiforc, A/c........ 

Hordes. Waggons, Ac. A/c. 

Bad Debts, A’c. 

Carriage A/c 

Wages A/c...« 

Oiscoam A c 

Trade Expenses -A/c- 

John MorriSon A Sons 

Kobensen fie Cooper .......... 

Da^id B>er d: Sons 

GI«isgow Aniline Co 

Alex. Miliar 

Rennie L Sons 

.Alex. Macdonald A Co 

Boyd & Xe^blt .................... 

Andrew A Co 

BorthwieV. & Stc\% art 

James Baird li Sons 

Henderson A Linton 

Gordon & Jackson 


I 4* s <J 
, ^22 1 - 
\ 1540 15 - 


_ Cr _ 
4 s. d. 
7P3 13 8 
lOoT 3 - 
13.30 6 G 


1330 6 6 
H23 10 5 


ICSO 18 5 
128G 6 0 


331 - 

G41 16 b 


lOEQ 18 5 
12SC 6 U 

5 - 
611 1C $ 


{ VOvT 5 1 
‘ 1C60 IG 1 


ICS 10 - 
lEO - - 
R 18 2 
8 5 6 
33 17 8 i 


700 5 1 
1K» IG I 


- j 725 14 5 

' 3S7 18 C ' 

0 » 330 12 5 

9 IS 5 9 

ftSI o - 

8 216 y S 

r. 5:15 12 6 

0 13S 4 C 1 

3 lOl 12 3 I 

7 in 15 5 ’ 

6 1.33 7 - I 

9 SI IG 0 I 


78 5 - 
505 14 5 
aS7 18 6 
235 15 8 


’ 6312 4 9 ) 6342 4 9 


Cl zix 
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Practical Exercise 29, (Tabular.) 

Thomas Turner having had bequeathed to him the business of 
a Wine Merchant, carried on by his late uncle, took possession 
thereof 1st September, 1907, when he found the affairs to stand 
thus . — 


Assets .-—Cash, £S6 14s. 3d. Bank, iClVOO 18s Sd. Business 
Premises, £2000. rurmture S. Pittings, £200. Horses, Carts, 
etc., £350. Stock of Port, £1140 Sherry, £3S0 Charles Gras , 
£110 lls. Od John Heath, .£64 3s Od Arthur Jtonson, £143 9s. 6d. 
Crnest Hooley, £200 10s. 6d. Fred Da'is, £18 17s. Gd. Albert 
Boston, £83 6s. Od, Lrabilittes ; — Timms i Co., £1273 lls. Gd. 
Geisler S, Co., £723 Is. Gd Perrier ft Co , £1078 16s. Od. 
Capital £4009 Is. 3d., 1st September, 1907. 


Sept. 1. Withdrawn from business by Cheque (76) £100 - - 


„ 1. Sold Port for Cash . ... 836 

„ 2. Invoiced Charles Gray . Port £26 8 9 ;Sherry 31 3 6 

,, 3. Paid Cheque for Walnut Desk (SI) . 26 - - 

,, 4. Reed, from Chas Gray, £105. Dis £5 11 - 110 11 . 

,, 4 Paid H ages in Cash .... 5 - . 

„ 4. Paid into Bank .. 180 - - 

„ 0. Sold Albert Boston, Port £40 7 6; Sherry 2813 4 

„ 7. Reed, from Ernest Hoolej, £95, Dis. £5 ... 100 - . 

„ 7. Bought of Timms & Co, Port 13010 - 

„ 8. Paid them Cheque, £190 Dis. £10 200 • - 

,, 8. Rocened Cheque of Albert Boston 83 6 - 

„ 8. Paid 2 Cheques into Bank . 178 6 - 

„ 9. Sold Sherry for Cash . .. 1310 - 

„ 10. Reed, from Arthur Monson, £136. Dis. £7 9 6 113 9 6 

,, 11, Paid Wages in Cash .. 5 - - 

,, 11. Paid into Bank . . ~.. 136 - - 

„ 13. Sold Ernest Hooley : Pott £138 9 6 ; Sherry 123 4 6 

„ 14. Bought of Geisler &. Co , Sherry 210 - - 

„ lo. Paid them Cheque on A/c 400 - - 

,, 16. Sent CUas Gray Port £63 10s. ; Sherry . 03 17 6 

,, 17. Retd, from him Cheque £57 Dis £.J 12 3 0012 .'i 

,, IS Paid Wages 5 - . 

,, 18 Paid C.ash for Painting Premises (81) . . 2.3 - - 

,, IS. Paid Cash for Gas ... 4 5. 

,, 18. Paid into Bank 40 - - 

„ 20. Bought of Ferner Co. : Port £109, Sherry 84 6 - 

„ 20. Remitted them Cheque on A/c SOO - - 

„ 21. Withdrew from Bank 30 - . 

,, 21. Paid Cash for Kew Carl (SI) 32 10 . 

„ 21. Drew Cheque for private purposes (78) ... 50 - . 

„ 22. Sold John Heath • Port £84 6. Sherry ,. 

.,21 Sold .Mbcrt Boston • Port £19S IS 6, Sherrv 
„ 24. «v'P’((l from him Cheque, which paid ' 
nk loday, £71. Dis £1 - 10 

•- i’ 1 \ 
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Sep. 24. Paid Fire Insurance Premium, Cash 

,, 24. Withdrew from Bank 

,, 25. Paid Wages in Cash 

,, 25. Paid Cash for Corn and Fodder 

,, 27. Bought of Perrier &: Co. : Port ±’219 10 ; 

Sherry 

„ 27. Remitted them Cheque, i524. Dis. £oi 16 - 
,, 28. Hooley compounded with his Crs. for 10s. in 
the £. Reed. Cheq. & paid it into Bank (95) 

,, 29. Paid Borough Rate in Cash 

„ 30. Paid RIy. Carriage A/c. by Cheque 

,, 30. Interest allowed by Bank (92) 

,, 30. Charge Depreciation on Premises (82) 

,, 30. ,, „ Furniture, etc. ... 

,, 30. „ „ Horses, Carts, etc. 


£4 5 - 
40 - • 

710 6 

143 9 6 
578 16 - 

183 2 3 
27 - - 
13 - - 
10 5 - 
40 - - 
17 2 - 
38 5 . 


Stock—Valtte o/ Fort, £1363; Sherry, £1096. 


Ex. 29. Trial Balance. 


Cash A/c 

Bank A/c 

Capital A/c 

Drawings A/c 

Stock A/c. : — 

Port 

Sherry 

Purchases A'c.:— 

Port 

Sherry 

Sales A/c. 

Port 

Sherry 

Business Premises A/c. 
Furniture A Fittings A/c 
Horses. Carts, Ac. A/c..., 

Bad Debts A/c 

Carriaee A/c 

Wages A/c 

Depreciation A/c 

Interest A/c 

Discount A/c 

Trade ILxpenscs A/c 

Timms A Co 

Gelsler ACo 

Perrier & Co 

Kmpst Hooley 

Fred Davis 

Albert Boston 

Charles Gray 

John Heath 

Arthur Monson 


Totals. 

Dr Cr. 


£ s. d £ s. d. 
6M 13 9 652 1C 0 

2499 11 0 1675 - • 
4009 1 3 


1140 . . 
9S0 - . 


4C» - - 
. J 437 15 6 


Balances. _ 
Dr. Cr. 


£ s. d. 

1 17 3 
624 11 0 


SSI 3 9 
573 9 10 


2000 - . 
22S - - 
383 10 - 
183 2 3 
13 - - 
[ 20 - - 
' 95 7 - 


200 - - 1410 I 6 

400 - - 933 1 G 

1073 1C - 1635 1 6 

466 4 C 4G5 4 G 

16 17 G I 

563 IG 4 168 6 10 

323 10 9 m 3 3 

256 19 - 

143 9 6 143 9 6 


465 - - 
437 15 C 


, 1960 - - 
210 18 - 
344 5 - 
183 2 S 


18 17 6 
405 9 G 
152 7 6 
246 19 - 



127S 3 7 II |l27S2 7 11 | 7615 10 9 
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Practical Exercise 30, [Tabular.) 


Assets : — Cash, XoO Is. Cd. Bank, i;S64 <s. Cd. Tea, X800. 
Coffee, f350. Cocoa, £410. Brown & Brooke, £162 Is. 3d. 
Simp.son & Sons, .£124 2s. Cd. Carter & Co., £-98 12s. .3d. 
Bruce & Co., £172 17s. Od. Liabililies : — Colman & Co., 
.CfOl 2s. Od. Wilson & Sons, £103 4s. Od. Ramsden & Co., 
.£127 15s. Gd. Alfred Bailey, £215. Capital, £2185, 2nd Jan., 
1909. [See Uihografheet examples at the end o/ the Manuscrtp! 
lotiriial sold by the Author.) 


Jan. 2, Reed, of Brown & Brooke, Cheque £153, 

whiclt paid into Bank. Dis. £4 13 £162 1 3 

,, 2. Sold Carter & Co., Tea £110 - - 

Cocoa .£30 10 Coffee £15 - — 15.310 - 

„ 2. Pd. Colman & Co., Chq.,£292 10. Dis. £7 10 300 - - 

,, 2. Sold Smith & Ward, Tea GO - - 

„ 2. Sold Bruce & Co., Tea, £69; Coffee, .£32 10 — 101 10 - 

„ 3. Reed, of Simpson’s, £121. Dis. £3 2 6 ... 124 2 6 


Coffee ... 74 7 6 243 7 6 

„ 5. Bought of Wilson & Sons, Ten 505 - - 

„ 5. Paid them Cheque, £101 10. Dis. £I 14 ... f03 4 - 

,, 6. Sold Simpson & Sons, Tea 260 . - 

,, 6, Received their Cheque on A/c. for 150 - . 

,, 7. Paid Wages 5 - . 

,, 7. Sold Brown fir Brooke, Cocoa. ,£C0, Coffee £84 144 - - 

,, 7. Sold Simpson & Sons, Tea, £125 ; Coffee £70; 

Cocoa, £27 10 22210 - 

,, 9. Bought of Ramsden & Co., Coffee 102 - • 

,, lit. ,, Colman & Co.. ,, 130 - - 

,, II. Reed, of Simpson & Sons, £105; Dis. £5 ... 110 ■ • 

„ 12. Reed, of Brown* Brooke. £235. Dis. .CS 7 C 243 7 6 

,, 14. Cash Sale to date. Tea, £280 ; Coffee, 

£87 10 - ; Cocoa, £90 457 10 - 

,, 14. Paid Wages in C.ash 5 2 6 

,. 14. Paid into Bank 420 - - 

„ 16. Pd. Colman * Co.. Cheq., £225. Dis. £6 2 6 231 2 6 

,, 16. P.aid Cash into Bank COO - . 

.. 17. Bought from Alfred Baik-y, Cocoa 210 - - 

,, 17. Remitted him Cheque £207 lO, Dis. £7 10... 215 - - 

„ 20. Sold Carter * Co., Tea, £111; Coffee, £65; 

Cocoa, £63 23.9 - . 

20. Received their Cheque for 256 2 6 

,. 20. Paid into Bank .300 . - 

,, 21. Paid Wilson & Sons. Chetjue 505 . - 

,. 21. I’aid Wages in Ca..h .3 . . 

,, 23. Bought of Colman & Co.. CoBoe 130 . . 

,, 23. Bottghl of Wilson & Son®, Tea 31.3 . , 

E 
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Jan. 23. Bought of Alfred Bailey, Tea £200 • - 

„ 24. Paid Alfred Bailey, Cheque £202; Dis. £S... 210 - - 

„ 24, Sold Simpson i: Sons, Tea 55 - - 

,, 25. .Sold Brown A- Broohe, Coffee 42 - - 

,, 25. Sold Carter & Co., Coffee 45 * - 

20. Smith I'c 4Vard became insolvent and paid 
their creditors a div. of lOs. in the ,t, I 
rtxened and paid into the Hank (05 j) ... .30 - - 

„ 20. Sold Brown A Brooke. Tea 60 - - 

., 27. Keceived of Carter iV Co., £107; Dis. £3... 110 - - 

,, 27. Drew cheque lor cash 500 - - 

,, 2.S. Bought for Cash at .lucticn Salc-s : — 

Tea. £250; Coffee, £1.57 lOs. ; Cocoa, £104 51110 - 

.. 2*. Paid Wagfs. Cash 5 7 G 

.31. .Sundry Cash .Sales to date ; — 

Tea.' £154; Coffee. iGl ; Co'oa. £49 204 - - 

,, .31. Utnt drrr Dandlord . .... 10 - - 

.,.31. Paid Rates ... 510 - 

,, .31. P.aid Sundry Trade Kvpcnses 6 2 6 

,, 31. Paul into Bank 350 - • 


StolH -.—Tea. £■?:«>. C,.f(ef. £.3sl ; tVrmr, .£440. 


Cx.SO. Trt&I Eiltftcc ^ 

i Tctati. i{ 

1 Cr 1 

Bah&cti. 

Tit. Cr. 

1 

X s d 

i s. d. i 

X 5. d. . 

£ S. d. 

Cash A c 

2S2»3 U 

12 C ! 

S3 1 cl 


Bmk A/e._ '! 

■r22 7 6 

21M 10 • t 

cea 17 6 1 


CaF't^' A/c.- 


'iiw . • i 

aiai - - 

hiock A/c . ' 

Tea. 

Cofipc 

Cocoa ' 

Parc!***^ A'C ' 



i - - 

! tSO • - 
1 4IC? - - 

! 1270 - - 

5 

t 

£00 • • ' 
SC/> - • 
410 - - . 

1270 - - } 


CoSec 

‘ 10 - 


MS ID - 1 


COCO-T .. 

j 3U - 

* 

8U - - V 


Sale' A/c. i 


\ 

f 


Tes 


urn . . 


IV>Z • - 

Cr.fTre 

Cocoa ‘ 


570 7 C f 
i20 e - ' 

\ 

57rt 7 6 
rj2n - * 

Iiid Petits M- ~ 

33 • - ' 

' ! 

m • - . 


A/C 

20 10 • 

, > 

20 10 - 1 


iXicount A'c .. ..... 

i 2J 11 .T 

.'3 la - , 


10 - 0 

Trado Kirpeoscs A/c 

15) 22 f; 

20 12 C 

190 • ' 

Ccr'.'pan £. Co 

fJl 2 6 

fOl 2 6 ! 


\SiHcn & 

1‘ Ca>j 4 - 

sei 4 • 


315 ' - 

A Co 

\ 1x7 J.7 0 

’ 15 6 

} 

102 * - 

Alfred llilley„„ 

1 rr, . - 

. ncy . - • 


200 ' ♦ 

Isjir^ilccd 

Isto'iin fs 

1 Kt * 9 

10 - - ) 

Was p B 1 

21^: - - i 

10 - - 

Stcpica &L Sens. 

j m 13 0 

' a«i 2 0 ; 

277 10 ► i 


Citrter Co 

2 3 

2 C 

171 19 0 1 


tmceitCo, ... 

2T4 7 - 

1 

27t 7 * 


& \V»n3 

> fO - - 

( CO - - 

ti * • * . 

i 

£ was 17 9 (iscra it 9 tsoi 8 s 

> Attn P a 
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Practical Exorcise 31. [Tabular.) 

Jackson Pros. (Robert and Jolin) carry on business ns Tobacco 
Merchants. Three fifths of profits to Robert, two-fifths to Jolin. 

Assets : — Cash, i;20. Bank, ii2G00 9s. Gd. Furniture & Fittings, 
£.SS0. Tobacco, £700. Cigars, .£510. Cigarettes, £203. Edward 
Wade, £213 12s. Gd. Thos. Elliott, £113. Joe Parson, £128 6s. 2d. 
Alb. Kershaw. £.50. Ily. Hirst, £300. Liahilitirs : — Ogden &• 
Co., £190. Bell & Sons, £250 9s. Gd. Wills K- Co.. £S00. Ilignett 
Co.. £505 ISs. Sd. JIartin Bros., £000. Capital : — Robert 
Jackson, £1755. John Jackson, £1170. 1st October, 1907. 

Oct. 1. Sold Edward Wade Tobacco £20 G 4 


Cigars.. .£50 10s.; Cigarettes ... 15 9 G 8G 5 30 
„ 1. Reed, from him, cheque £202. Dis. 1012 G — 21212 G 
,, 2. Paid Cash for Stationery (Trade E.\s.) .... 5 7 3 

„ 2. Reed, from Henry Hirst, cheque on A/c. ... 200 - - 

,, 2. Paid cheques into B.ank ... 402 - . 

,, 4. Bot. of Hignett & Co.; Tobacco... £42 10 G 

Cigars £96; Cigarettes . ... 19 5 4 — 1S7I510 

„ 4. Paid them cheq., £480 12. Dis. £25 6 8... 50518 8 

,, 5. Paid Wills & Co., cheque on A/c. . 400 - - 

,, 5. Sold Joe Parson : Tob.acco £30 8 - 

Cigars. ..£80 G; Cigarettes ... 20 10 — I3l 4 • 

„ 0. Reed from him Cheque £121 18. Discount... G 8 2 

Paid cheque into Bank 121 18 

„ 7. Invoiced to Albert Kershaw, Cigars 28 10 

,, 7. Received cheque from him 50 - • 

,, 8. Bought Cigars from Martin Bros 15010 

„ 8. Paid them cheque £285. Dis. £15 300 - • 

,, 8. Received cheque from Joe Parson on A/c ... 43 - • 

,, 8. Pd. Ogden & Co., cheque £180 10. Dis. £9 10 190 - - 

,, 9. Sold Cigarettes to Thomas Elliott 18 - - 

,, 9 Paid into Bank ... 93 - - 

,, 9. Sold to Henry Hirst : — ^Tobacco £63 8 G 

Cigars £4G 10; Cigarettes . ... 21 3 - — 131 1 G 

„ 9. Paid Wages in Cash 8 10 - 

,, 11. Edward Wade paid cheque on A/c. ... 50 - - 

„ 11. Endorsed Wade’s cheque and sent it to Bell 

& Sons (GG5) 50 - - 

,, 11. Bought of Ogden & Co. ; Tobacco £130 - - 

Cigars. ..£1G0 - .; Cigarettes £32 - — 322 - . 

„ 12. Parson’s chq. returned by Bank dishonoured 


[A'.B. at the end of the Eacrcise) . ... 43 * - 

. 14. Sent to Thomas Elliott: Tobacco ..89 G 6 


Cigars. ..£113 4 6; Cigarettes . 45 7 - — -247 18 ^ 

,, IG. Withdrew from Bank 20 

,, IG. Paid Wages in Cash 

,, IG. Paid for Postages (Trade Exs.) , ,, 

& Sons : Tobacco.. .£83 / 

'igars ..£54 G 2; Cigarettes ..27 
‘ I ,\thcm cheque, £238. Dis. £12 ' 

- " . .cheque from Htnry Hirst 


4 ' 
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Ocl. 20, Endorsed Hirst’s cheque and sent it to 

Martin Bros. (GGi) X'lOO - - 

„ 21. I’aid Borough Rate in Cash 11 9 6 

„ 21. Sold Edward Wade: Tobacco ...X5.3 16 S 

Cigars...iMS1310; Cigarettes... 27 IG 4—130 GIO 
21. Rcrd. from him Cheq. £32. Dis. £4 5 10... 3G 0 10 

,, 22. Sold Henrj' Hirst: Tobacco XGSlo - 

Cigars £100 3 Cigarettes 28 7 8 — 197 S S 

„ 22. Kecd. from him Chq. XmiOs. Dis. £611 G 131 1 6 

,. 22. Paid Chc-ques into Bank 15610 - 

., 23. Drew Cheques for Cash 20 - - 

.. 23. Paid Wages in Cash 810 - 

,,25. Parson absconded, left no assets ;his debt is(74) 131 4 - 

,, 25. Paid Cheque for new Show Case (81) 23 - - 

,, 2G. Bought of Wills A: Co. : Tobacco £130 6 - 

Cigars . £160 4 ■; Cigarettes... G3 10 — 374 - - 

,, 2G. Paid them Cheque £3G0. Dis. £40 400 - - 

,, 27. Bought Cigars from Martin Bros 12310 - 

.. 27. Paid them Cheque £275 14. Dis. £.30 6 ... 30G - - 

., 27. Paid Cash for l ire Insce. Prem 4 10 - 

.. 2S. Red. from T. Elliott, Chq., £124 9, Dis.XG 11 131 - - 

„ 2''. Sent Elliott's chq. toWillsArCo. on a/c.(GG5) 124 9 - 

., 30. Paid Rent bv Cheque 10 . - 

„ 30. Partners each withdrew b> (‘heq. £20 (7S) 40 - - 

„ 30. Cash Sales — Tobacco ... ! £19 G - 

Cigar.s £23 10 •; Cigarettes ,. 8 4 G — 5l - C 

.. 30. Paid Wages in Cash 8 10 - 

,. 30. Dciireciation of Furniture, eti . (S2) 22 - - 

,, 30. Interest on Capital— Robert Jackson (71) ... 7 G 3 

,. .. John Jackson 417 G 

30. Bank intcre.'t credited (92) 810 G 

Stochs •. — fotaci'o £665; Ctj^ars XOOS ; CigaretUs £290. 

H.B. — Ex. 31. Oct. 12, Dishonoured Cheque, — This means that 
although Parson has forw arded us the cheque, his bankers refuse 
to pay It. Wc received it on the Mh, and paid it into our Bank 
on the 9th. flur Bank now return it to us and Parson owes us 
the money. Enter on the Cr. side of the C.B. Bank column 
" Oi'I. 12. By [. Vc.tsoj: [BzsJ.pncurrc Cheqitt\ £43.” This 
will, of course, lie pested to the debit of Joe Pars lit, to whom we 
shall write fkm.nndiiig the radi 

Take another c.samplc ; jelm .s.r>uth pajs on tlie 1st March Ins 
account of £290; after deducting 2}'f discount. If the cheque ii 
pud direct into the B.atik this trans.actton would be entercl on 
the Dr. side of the Cash Boeik, thus : — 

Discount Bank 

.Va'^ch Tc torn Stntt/t £c . - iVOS - - 

tin intimV.ier. of sh" bast th.at the cheque is disIionouKd an 
entrv would be made on the Cr. .side of the Cash Bcol: in the 
Bs-tii: C'lhunn, thus ; — 

Varct. j. By Jot:'; Smith (dishor.rurcd cheque] B-iqs- 
This anijur.t would to fK/Sted to the debit of Istnith’s account. 
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Ex. St. Tri&l Balance. 


Cash A[c 

Bank A/c .t. 

RJ ackson’s Capital A/c. 

R. Jackson's Drawings A/c..., 
I. Jackson’s Capital A/c. 


Stock A/c. . — 

Tobacco 

Cigars 

Cigarettes 

Purchases A/c, : — 

Tobacco 

Cigars 

Cigarettes 

Sales A/c. : — 

Tobacco 

Cigars 

Cigarettes 

Furniture & Fittings A/c 

Bad Debts A/c 

Wages A/c 

Depreciation A/c 

Interest A/c 

Discount A/c 

Trade Expenses A/c. . 

Ogden* Co 

Bell £c Sons 

Wills * Sons 

Hignett* Co 

Martin Bros 

EdisardWade 

Thomas Elliott , .... ... 

Joe Parson 

Albert Kershaw 

Henry Hirst 


IHIB 


■ 

Balances. 



■ 


i 

Dr. 


Cr. 



Kn 

MMM 


£ s. 

d. 

£ s. 

d. 

1036 19 

6 

086 6 

g 

60 13 

9 



S3S2 

8 


2375 16 

- 

1006 12 

- 






1762 6 

s 



1762 6 

3 

20 

. 




20 - 







1174 17 

6 



1174 17 

G 

20 

- 

- 



20 - 

• 



700 





700 - 




610 





510 - 




2G3 


* 



263 - 




3S5 

5 

10 



3S6 5 

10 



764 10 

2 



764 10 

2 



142 

8 10 



142 3 

10 






315 7 

. 



345 7 





4D1 7 

4 



491 7 

4 




384 38 

• 



164 IS 


403 



23 - 

> 

3S1 . 




181 

4 




131 4 




34 





34 . 




oo 





22 - 




1 12 

3 

9 

8 10 

6 

3 13 

3 



I 84 

9 


132 12 

2 



OS 3 

2 

S6 

6 

9 



36 6 

9 






512 • 

. 



323 - 

. 

11 300 

9 

G 

415 13 

6 



U5 4 

. 

i 924 

9 


1174 • 

. 



249 11 

. 


8 

663 14 

6 



167 16 10 


. 


8S0 * 

. 



174 - 

. 

429 

5 

o 

29S 18 

4 

180 6 10 



1 S7S 18 
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Practical Exercise 32. {Taduhr.) 

In Jan., 1909, John AVm. Heaps, Edwin Wilson and Arthur 
James Bowler entered into partnership under the style or firm of 
Wilson and Bowler, their respective Capitals of ;£o000, X500 and 
£500, being paid into Bank in the name of the firm. On Jan. 1 
they purchased the business of Warren & Co., Indigo Merchants, 
for the sum of £1759 Is. 3d., to be paid at the end of the month. 
Warrens’ books stood as follows — (See par. 79.) 

Assefs : — Premises £3000, Furniture & Fittings £200, Horses, 
Carts, etc., £350, Stocks of Indigo: — Bengal £1360, Kurpah 
£1100, Madras £447 12 9. Debtors : — Chas. Slee £110 11, John 
Holt £64 3, Brooke & Co. £143 9 C, Roberts Bros. £206 lO 6. 
F irth & Jones £18 17 6, Bureau & Co. £83 6. LiabiUties : — 
Creditors : — Edwin Bower & Co. £1273 11 6, Koebel & Co. £723 
1 G, jewesbury & Co. £1078 16, Capital £4009 1 3. 

(/« journcdisiii^ these balances be careful to debit Goodunll 
vsith £750, unct credit Warren Co. with £4759 1 3.) 



